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Chapter 1 : Contact Information
PeopleSoft Contacts

Office

Contact Information

Function

Computer Help Desk

helpdesk@uakron.edu

OR
330.972.6888

Answers general questions about
PeopleSoft processes and fleeopleSoft
computer processes, opens work tickets
technicians, and assists with UANet
password issues.

PeopleSofSecurity

pssecurity@uakron.ed

Answers questions about your PeopleSo
security such as password and ID issues
Al so assigns | DOs

Purchasing Functional
Lead

arothl@uakron.edu

Answers specific business process
guestions about requisitions in PeopleSq

Software Training
Services

pstrain@uakron.edu

Answers fihow too q
PeopleSoft processes outlinedtirs
manual.

PeopleSoft Web Sites

Office

Web Site

Computer Help Desk

http://www.uakron.edu/its/hoss/helpdesk/index.php

PeopleSoft Security

http://www.uakron.edu/its/applications/security/index.php

Software Training
Services

Main Site:

http://www.uakron.ed/its/learning/training/index.php

PeopleSoft Training:

http://www.uakron.edu/its/learning/training/PsoftV8.php

Seminar Site:

https://www.uakron.edu/seminars/index.php

University

Department of Purchasing

q http://www3.uakron.edu/purchasing/

Uni versity

PeopleSoft Version 8 Site

(¢ http://www.uakron.edu/its/peoplesoft8/peoplesoft.php
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Purchasing Contacts

Below is a contact list for The Department of Purchasing. This list also includes a summary of
the commodities thaach buyer is associated with. This list is just a summary and does not
include every category available on campus. This list is meant to be a guide to help direct you to
the appropriate person.

Name Contact Information Position/Commodity
GeneStephens Ext. 7340 Director, Purchasing
Denise Cool Ext. 6270 Associate Director, Purchasing

AppraisalServices Real Estate, Automobiles,
Leased Vehicles, Outside Legal Counsel,
Relocation Services, Lease/Rental Off Cam
Facilities, Security Guards

Andy Roth Ext. 7340 Associate Director, Purchasing
PeopleSoft Functional Lead
Bill Jenkins Ext. 6469 Assistant Director, Purchasing

Construction, Energy Management Systems
Inspection Services, Architect/Engineering
Services, OHCampus Storagé&urniture
Paper, , Vending Machines

Buyers and Assistants

Matthew Beaven Ext. 6268 Insurance

Vicki Collins Ext. 5420 Assistant Buyer

Barbara Fuller Ext. 6013 Assistant Buyer

Barbara Hayes Ext. 2577 Assistant Buyer, Assistant to the Functional
Lead

Valoree Lee Ext. 7340 Administrative Secretary

Sue McPherson Ext. 5423 Overnight Accommodations, Novelty ltems,

Advertising, Media, Performers, Awards,
Books, Subscriptions, TV & Radio Broadcas
Catering, Delivery Services, Hospitality,
Membership, Purchase fResale, Travel
Lease/Purchase Copiers, @&mpus Mailing,
Printing Services & Equipment, Telephones

Al Radin Ext. 8557 Computer Hardware, Computer Software,
Computers, Computer Maintenance,
Laboratory Equipment, Lease/Purchase/Ren
Computer EquipmenAudio Visual, Cable
TV, Long DistanceSevice and Maintenance
Contracts
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Chapter 2 : Requisition Overview

Methods of Purchasing

The Department of Purchasing offers sevdiférent purchasing programs for use by the

individual departments on campus. The method you use will vary depending on what you are

trying to purchase. See the following table for details.

Method Description
PeopleSoft Use PeopleSoft whener you are ordering from external Vendors-(affpus).
Requisition

On-Campus Order
Form

An online form that allows users to order items or services frogaampus
Avendor s. 0: Computer Selutiansn Physécal Plant, Communicatiq
and Printing Services.

You must obtain access to ube OrCampus Order FormThis process is
maintained by the Department of Purchasing. Go to the following url to ob
the access form:
http://www3.uakron.edu/purchasing/forms/ONCAMPUSORDERFORMApp

To enter a On-Campus Ordefafter you obtain access) go to the following ur
http://www3.uakron.edu/purchasing/dreg/ocreq.phtml

Direct PaymenEForm

A form, availableonthe Department of Purchasimngb site which can be used
to order books, subscriptions, memberships, hotels, and conference regist
After the form is filled out, it can beailedto Accounts Payable for payment.
This process is also used for personal reimbursements.

University Contract
(for use by all
Departments)

University Contracts are negotiated and awarded by the Depaxtiment
Purchasing.All University departments are able to utilize these contracts to
procure any item associated with the contré&ttice your order directly with th
contract vendor and have the invoice sent directly to you for approval. On
you receivelte invoice, verify that you received the goods or services. If yg
received the desired goods or ser
invoice, write down the SpeedChar
to charge and forward the inee to Accounts Payable for processing and
payment. A list of vendors the university has contracts with can be found ¢
Department of Purchasing web site.

Blanket Purchase
Order

(for use by specified
Department)

Set up by the Department &furchasingand is processed through PeopleSof
A blanket purchase order is when an agreement is reached with a Vendor
certain period of time, and for a certain amount of moneyépoaimbered).
Thedepartment can utilize the blanket purchase ondfem working with the
vendor by sending an invoice directly to Accounts Payable.

Ver. 2007.06.12
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Method Description

Office Supply A form, availableon the Purchasing web sitghichis used to order office
Requisition Form supplies. Afer the form is filled out, it should be sentRarchasindor

OR processing. The items will be delivered directly to the depaitmen
WwWw.eway.com

If you prefer, there is also a welie to order office supplies and the url is
www.eway.com To set this process up, contact Valoree Lee in the Departr
of Purchasing.

University Credit The University Credit Card allows departments to purchase certain goods
Card costing less than $1,500. The cardholder will be ebepgeto know and follow
(Visa Card) theguidelinesfor using the credit card.

Ver. 2007.06.12 2-2
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Requisitions Defined

A requisition is a request for supplies, items, or servites one or several vendors. As
outlined on the previous page there are several methods for requests of goods or services, and
PeopleSoft is used for effampus purchases.

There are manguidelinesnvolved when making purchases on behalf of the University. The
most important rule to remember is that all purchases (unless you are using another Purchasing
Program should be initiated with a requisition and must be approved by the authorized
individual.

The Board of Trustees Guideline (338953) states the following:

AThe director of purchasing is authorized
goods ad services. Commitments by any other member of the faculty or staff are in

direct violation of the guidelines established by the board. Commitments made outside of
these guidelines are not binding on the University and invoices covering these

commitmens may not be honored.

Furthermore, University requisition forms are provided by the Purchasing department and
must be used for all purchases of goods or services. Completed requisitions are to be
forwarded to the Purchasing department for processidglaould include an accurate
description of the material or service desired, suggested vendors, approximate cost,
required delivery data and location, account code to be charged, and authorized
signatures. 0

Please contact the Department of Purchasingufhave any questions regarding this guideline
or if you have general questions about what purchasing program should be used.

Ver. 2007.06.12 2-3
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Life Cycle of a Requisition

An Approver can do
the following when
reviewing a
requisition:
Approve

Deny

Recycle(Send back
for changes)

STEP 1
Requester Creates a
PeopleSoft Requisition.

A 4

STEP 2
Authorized Person
Approves the Order.

A 4

STEP 3

The Requisition is
Budget Checked
(Commitment Control).

A 4

Prior to Budget Checking
(Commitment Control)
your requisition wil have
a status af

Not ChHasondbeen
Budget Checidyet.

Budget Checking
(Commitment Control)
creates the following
statuses:

Valid: Successful
Error : Failed Budget
Check.

Common Statuses
for requisitions:
Approved

Denied

Recyclal

Pending Approval
Canceled
Complete

STEP 4
Purchase Order is
Automatically Created.

A 4

NOTE: Each step
in the process is
contingent upon
the previous step.

STEP 5

The Purchase Order is
Dispatched by
Purchasing Department.

Dispatched meartbe
orderhas been sent the
Vendor by one, mail, or
fax. Orderisn of f i c

A 4

STEP 6

Goods or Services
Received and Invoice i
Received.

A 4

/

Voucher means

STEP 7
Voucher Created and
Vendor is Paid.

=
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Chapter 3: Adding a New Requisition

Adding a New Requisition

Starting Notes for Adding Requisitions
Listed below are some general guidelines thatwdl want to follow when adding a requisition
in PeopleSoft 8.9.

2 Training is required for new PeopleSoft Requisition Users. In training you will
receive a security form to fill out. If you have further questions about security,
contact the Security Administrator ggsecurity@uakron.edu

2 Do not use th®&ack button on the Internet Explorer Toolbar. Use the buttons found

on the PeopleSoft page to move from page to page.

System required fields are indicated by an asterisk (*) next to the field name.

Many pages will not refgh every time you leave a field. You may have to use the

Refreshbutton or go to a new page for a field to become active.

N N

Information Needed for Completing a Requisition

Listed below is a list of information that you will need in order to successftthptete a
requisition in PeopleSoft. The list is in the order to which you will enter information for your
PeopleSoft Requisitions.

What are you buying Description, Quantity, Unit of Measure, Category, and Price
Vendor Name or Number

Due Datefor the tems

SpeedChart: 6-digit account code (SpeedType in Version 7)

Comments The RegDeli Standard Comment (contact and delivery information) as well
as anything you want to tell the Buyer or Vendor.

arwnE

Ver. 2007.06.12 31
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Type 1. One Vendor, One SpeedChart

Use this procedur@tenter a PeopleSoft requisition when you are using one Vendor and one

SpeedChart for all line items.

What you do What happens
1. From the main menu, choose: The Requisitions navigation page displays.
Purchasing P—

Requisitions

Create, mairtaip, reconcile or reviewy requisitions information.

Aodd or modify requisition hegd
izt -

F, line, schedule, and
AL .

Beports

Fun requisition reparts for detail, cross-reference, and template
infarmation.

I=] Print Recuisition

POuRecuizition Href

2. Click theAdd/Update Requisitions
link.

The Add a New Value page displays.

Requisitions

[ Find an Existing Yalue | Add a New Value

Business Unit: IAKRON aQ
Requisition I0: INEKT

Add

Find an Existing YWalue | Add a Mew Value

Ver. 2007.06.12
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What you do | What happens

TIP: To allow more working room with the page, collapse the main menu by clicking on f
Collapsebutton.

A

Search:

[+ My Favarites
[= Process Financial
Infarmation
= Purchasing
= Requisitions
[ Review Reguisition
Information
[» Reparts
= AddllUpdate Requisitions
— Approve Amounts
[ Purchase QOrders
[ Receipts
[- Semices Procurement
[ Accounts Pavable
[ SCM Integrations
[ Set Up FinancialsfSupply
Chain
[= Enterprize Components
[ Wirklist
[ Reparing Toals
[ PeopleTools
— Change Wy Passward
— Wy Personalizations
— My Sy=tern Profile

To open the menu again, click on tBepand button.

\{)eopleSOft; R

<. )
-/‘

Requisitions

[ Eind an Existing Value " Add a New Value

Business Unit: [sKROMN (G
Requisition ID: [MEXT

Add

Find an Existing Walue | Add 2 Mew Value

Ver. 2007.06.12 3-3
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What you do | What happens

3. Click on theAdd button.

The Requisition page displays.

Maintain R
Requisition
Business Unit:  AKRON Status: Approved
Requisition ID:  NEXT Copy From Budget Status: MotChid
™ Hold From Further Processing
°
‘Requester: [TRAINDT @, Instructor,Suzie Resuisition Detautts
#dd Comment ts
. Fromerzoos. Fequester Info £dd Comments
ate: B Reauisition Acthities
oNL QL onling Input
Currencs UsD Dollar
rrenc; Total Amount: 0.00 USD

te:
Accounting Date: [10/1912006 [

Purchasing kit Catalog
liern Search Requesier llems

s | Wendor Information | femInformation § Affributes |  Contract | Sougeing Cof

Line em Description Quantity 'UOM  Cateqory  Price Amount Sta
(=Y & =1 & [ooooo Q a fo Approved CwuERE

View Printable Version \Goto: More -

B save | @ Reiresh Ehadd | | & Updatemisplay

4. Enter the information for the items you are ordering.

Note: You can use th&ab key to move from field to field or you can click in the field
the mouse. See Appendix D for details on modifying the tab order on this page.

\W

5. OPTIONAL STEP (Changing Approvers)
To make a changigom the default Approveryou will use theRequesterfield.

Click on theRequester Lookup Q button to the right of thRequesterfield.

Maintain Requisitions

Requisition

Business Unit:  AKRON
Requisition ID: ~ NEXT Copy From

52
‘Requester: ITRNN3U Q ining 1D
IDSJ’DSJ’ZDD? [5 Reguester Info

‘Requisition Date:

A list of passible Approvers will be listed (based on your submitted and approved seci

form):

Look Up Requester

Requester: [ begin with x| [

Loak Up | Clear | Cancel | Basic Lookup

Search Results
1-6 of §

Requester Description
ACEZSF Mekibben Sue T Training

TRAINZS  Training D
TRAINZD  Training D

Select from the list, the name of the person that shouldodpghis specific requsition.

Ver. 2007.06.12
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What you do | What happens
The following message displays:

Changing Reguester will change the default settings
ShipTo ID to RECEMING
Location Code to COMPUTER
GL Business Unit to AKRON
Retrofit to existing lines? {10150,147)

Changing Requester will change the default setting like ShipTo D, Location, Department ID, Account and other CharFields. Click "es'to retrofittapply the defaultwalues from
Reqguesterto the existing lines? Click 'No'to change only the default setting. Click 'Cancel' to reset the Requester ta the previous value
Yes | Mo | Cancel

Click on theYesbutton.

Note: If you click on theNo button, the default Ship To, Location, and Business Unit w
not be updated. If you click on ti@ancelbutton, the Approver will revetiackto the
default Approver and any change you madlénot be saved.

The Maintain Requisitions page displays again with the new Approvers name in the
Requester field.

Maintain Requisitions

Requisition

Business Unit:  AKROM

Requisition ID: MEXT Copy From
=

‘Requester: [rcezase @ MeKibben,5ue T Training
‘Requisition Date: IU3;USQUU7 E Requesfer Info

Origin: IONL Q onling Input
‘Currency Code: IUSD Dallar

Accounting Date: IU3IU5QUU? S

Note: Even though the Requester field shausew ID, your Requester 1D will still be
linked to the input of the requisition

Continue to enter the requisiton.

Ver. 2007.06.12 35
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What you do What happens

6. Continue to input information for the
requisition: The UOM Look up page:
2 IltemID: Leave blank. PeopleSoft.
2 Description: Enter aspecific ol

description of the item such as Ite| | . . ,on

ID, ID#, page, SKU#, Catalog #, | |suo: seon

etc.

Quantity: Requisition Quantity

UOM: Unit of Measure. Use the

Look Up @l buttonto return a Unit

of Measure list. Locate the UOM

and check the box

2 Category: Use the Look Up&
button to return the category list.
Locate the Category and click on
any link of the Category to select i
and return to the Requisition page
This field is linked to the Buyer an
the Depart maent 6| TheCategory Look up page:

Search Results

First (4] 1.15 of 102

7]
-

Unit of Measure Description
AT Average Cost Dollars

BAG Bag

BBL Barrel - Liguid Measure D O n 6 t f O
BoL Bundie use the View

Box B Tools to review
all search results.

NN

BSD Bushel - Dry Measure
Celsius
CCM Cubic Centimeters

COM Cubic Decimeters
CG Centigrams

CHN Chain

cL Centiliters

CM Centimeters

anaanaaannannnig
ke

ChM Cubic Millimeters

addition to searching by Look Up Category .
description you can search by Seerh by Description
2 Price: Price per Item Category: | begins with 8
2 Amount: Automatically calculated === Pt bens i
as the price per item * quantity. ~[N-gcou [ beains wih v
) i, Refrezh
Click the#— button to have Look Up | Clear | Cancel | Basic Lookup
the amount calculatedy ou cannot
: . o .o Search Results
enter an_ythlng in this field it is i Al 190 a1250 [3] Last
automatically calculated. Category Description SEEET
ACATH  Accomodation - Athletic o020
ACCMHE Accomodation - Man-employee roos
ACCOM Accommodation - Employee oo
ACSRI Accom-Student Recruit In-State Toia
ACBRC  Accom-Studnt Recruit Cut-State o1t
ADDIS  Adverizing Specialties 57849
Ver. 2007.06.12 3-6
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What you do What happens

7. To enter additional items to this The Explorer User Prompt box displays.
requisition, click on thé\dd *-| button x|
at the end of Line 1. Eci‘ptp'mgptf -

e o

Enter the number of rows that you we
added to the requisition and seléxx.
If needed, you can add additional row ,....c.u.
later in the process. Reausnon

Requisition 10 NEXT

Budget Status: Notchid T

350000 USD

nzm Desctiption r
B o Fompaterz Hefr a —a . = —
16 Y] i, [Foona [eA @ [Cowes QL [fanoooos | ssonmoAppoved (O 00
1B QA 35-\ [o.00oa Q afo Approved DEEE
View Priatable Version “Gotar Wore <]

8. To delete an item, go to the end of th

The Microsoft Internet Explorer box returns.

line and click on th®eleteRow = £
butto n . \?/ Delete current/selected rows Fram this page? The delete will occur when the transaction is saved.
. Cancel
Click on theOK button to delete the S
selected row.
Ver. 2007.06.12 3-7
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What you do

| What happens

9. After you have entered the line items, click onRegjuisition Defaults link found in the center

of the Requisition page.

The Requisition Defaults page displays. This is where you will ent&ehdor, Due Date and

SpeedChart

Maintain Requisitions

Requisition Defaults

BusinessUnit:  AKRON

Requisition ID: MNEXT

Requisition Date: 11/08/2006

Status: Fending

O Default

iparfodic and are on|

applied if no other default values are found for each field. If default values alrg st in thi epchy, they are usel
and the values on this page are not used.

@ override Ifyou select this optian, all defaultvalues entered on this#eGe averride the dgsftvaidBs found in the default
hierarchy.

= o g of Measure: Q

Cateqgory: Q Wendor Lookup

Shitls efral Receiv ‘Distribute by: Guantity -

< Due Date: > "Liquidate by: Guuantity v
Q

Uttimate Use Code:

SpeedChart: Q

Details | Asset Information

Modify Shipping Address

Only enter inbrmation for the
following fields: Vendor, Due
Date, andSpeedChart

Dist Percent  GL Unit Entry Event Account und Dept
1 AKRONC Q, Q Q,
oKk | cancel | Retresn |

Program

Class Bud Ref

Q R

Pﬁnﬂus Project

Activity

=

8 Q Q

10. Verify that theOverride button
(in the Default Options frame) i
selected. This will apply the
data on this page to all lines of
the requisition.

Note: You can use th&ab key
to move from field to field or
you can click in the field with
the mouse.

Ver. 2007.06.12
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What you do What happens

11.In theVendor field, enter the
Vendor ID number.This field
cannot be left blank

If the Vendor is unknown or if
the Vendor is not contained
within the PeopleSoft dataligs
use 0000001342 (Department |
Purchasing). A requisition with
no Vendor ID will not be built
into a purchase order, thus
delaying your order.

12.Looking up a Vendor: The Look Up Vendor page displays.
If you do not know the Vendor | | PeopleSoft. e

ID, click on theLook Up EN

Look Up Vendor

Vendor &l button.
Vendor ID: [oegmewitn [
shortvendor Name:[wegns witn ][

In theShort Vendor Name _Lookup | | Glear Cancel | Basic Lookup
field, enter the first few letters q |ssuenresur

Onlythe first 300 results can be displayed. Enter mare information above and search again to reduce the number of search results.

the Vendor name and click on v 0] a3

rendor ID__Short Vendor Name Name 1 Name 2 Qur Customer Number Oid Vendor ID|
0000000002 KONEINGME-001  Kone Ine/Mantgomery Kone {alank) blank (olank)
‘th e LOO k U p b utto n . 0000000003 LAKEFRONTL-001  Lakefront Lines Inc blank) blanky (olank)
LEROROLLEN-001 Lero, Rollence &Moinette Ine LEM Engin blank) (blank)
0000000007 LEVINSONSU-002  Levinson's Uniforms & Accessories  (blank bizk) (blank)
0000000008 MCONLEYCO-001 W Canley Co Glank) biank) (olank)
0000000014 MILLCRAFTE-001  Millcrat Paner Co lne (lank) blank (olank)
H 0000000015 AFGINTERIO-D0Z  AFC Interiors {olank) blark) (blank)
Locate the Vendor, and C“Ck Ol | so00000016 PEOPLESOFE001 Pecpleiot ine (lank) blark blark
. . 0000000018 GRAPHIGENT-001  Graphic Erterprise Int {olank) bank) (blank)
any Of the fleldS (Ilnks) to SeIeC 0000000018 GRLEEKASPH-001 G R Leek AsihallCo lank plank (ol
0000000020 BEGSUPPLYC-001 B4 G Gupply Co lnc Glank) blank (olank)
0000000021 CRAWEORDCO-001 Crawford Company {alank) blank (olank)
that Vendor 0000000023 INDUSTRIAL-003  Industrial Video Comoration blank) (blanky blank
. 00000000 TRAVELAODI  AAA Travel Agenc {olank) blank) (blank)
(olank) bk blank

0000000024 AKRONBEACO-001 Akron BeacanJaurmal

PeopleSoft. N |

=

Look Up Vendor

SetlD: AKRON
Vendor ID: | hegins with j |

Short Vendor Name:| begins with ¥ | |DELL

ook Lp ‘ Clear I Cancel |E|aS\t Lookup

Search Results

12 of 2
‘endor ID  Short Vendor Name Name 1 Name 2 Our Customer Number Old Vendor ID

0000000047 DELLCOMPLUT-002 Dell Computer Corp (blank) (blank hlank

0000022028 DELLSARAHA-001 Dell Sarah Ann blank) (hlank; hlank)

Ver. 2007.06.12 39
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The University of Akron

What you do

What happens

13.The Requisition Defaults page

returns again.

Enter a realistic due date for th| |

item(s) in theDue Date field.

You can click on th€hoose a

Date £l button to return a

calendar for easy date selectio|

dr displays.

al2ixl

0w -

14.1n theSpeedChartfield, enter
t he
Account Code.

If the SpeedChartfield is
grayed out verify that the
Override button is selected
(Step 8). If override is NOT

selected you will be unable to

enter a speedchart.

15. Click on theRefreshbutton to

populde the required Chartfield

information.

d e p adigit me n t

Ver. 2007.06.12
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What you do | What happens

16.Note: You do not need to enter any additional information on this page. If you enter inforr
into the blank fields, your requisition may error and not move to the next step in the Requi:
Life Cycle.

The Requisition Defaults page should look similar to the following:

Maintain Requisitions

Requisition Defaults

Business Unit:  AKRON Requisition Date:  10/19/2006
Requisition ID: MNEXT Status: Approved
" Default Ifyou select this option, the default walues entered on this page are treated as part of the defaulting logic and are only

applied ifno other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used

& override Ifyou select this option, all default values entered an this page override the defaultvalues found in the default

hierarchy.

Buyer: Unit of Measure: Q

Q
Vendor: 0000000003 Q) Lakefront Lines Inc Location: CLEVEL QL
Category: Q vendor Lookup

Ship To: RECEMMNG O Central Receiving ‘Distribute hy: Quantity 2
Due Date: 10/31/2006 [

Uttimate Use Codle: Q Modif; Shipping Address

SpeedChart: Q

Distributions Customize | Find | Yiew Al
Dist Percent  GL Unit Entry Event Account Fund Dept Program  Class Bud Ref EE“BUS Project Activity Budyet Date Locatiol

1 [100.0000 Q| Q| @ [roooo @ [sa7senoz @ [eono @ JopER @ Q — Q| af @ 10/19/2006 LB

0K | Cancel | Revrashl

17. After you have entered the
requisition default Informa‘tlon Business Unit:  AKRON Requisition Date:  03/05/2007

Requisition 1D: MEXT Status: Fending

(Vendor, Speed C hart and For Line and Schedule defaults, Select ‘Apply' to apply changes 1o all lines and schedules
. . For Distribution defaults, Selsct Apply'to apply thanges ta the Distrib Line
Locatlon) CI | Ck On th w K Example: ITyou select Apply' for Distrib Line 2, the change is applied 1o each Distrib Line 3 on the requisition.
! Select Apply to All Distribs'to apply changes to all distribution lines on the reguisition.
button v A Unmark il
Custornize | Find | view Al | B First Ml 1106193 B Last
Distiib Line  Field Name Field Value Apply to All Distribs
. . Wendor 0000001374
Click on theMark All link to
1 Ship Ta RECENING
activate theApply column for
Due Date 2007-0%-27
a" flelds. 1 Percent 100
1 GL Unit r
1 Fund 10000 r
. H 1 1 Dept A4756002 [
Note: The result of clicking on : .
rogram 6000 r
theMark All link will be a w =

the Apply column.

If you do not follow this step
correctly, you will not be able tq
save the requisition.

checkmark in all checkboxes in l

Click on theOK button to
continue.

Ver. 2007.06.12 311
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PeopleSoft Version 8: Requisitions

The University of Akron

What you do | What happens

18.The Requisition page displays again.

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Approved
Requisition ID:  REXT Copy Frorm Budget Status: Motchkd T
™ Hold From Further Processing
a2
‘Requester: [TRAINDT @ Instructor,Suzie Renuisition Defaults
Add Comments
. - . Reguester Info odl L OMments
Requisition Date: [10/18/2005 &) Requisition Activiies
Origin: oKL G Online Input
‘Currency Code: |USD Dallar
N Total Amount: 3,900.00 UsD
Aceounting Date: |10/ 92006 [
Putchasing kit Catalog

ltern Search Requester fers

Custornize | Find | ie:

First (4] 1.2.012 [ Last

Details Y Ship ToDue Date i Status oy “endor Informstion oy ttern Informstion oy Aftributes i Contract Sourcing Controks ¥
ine en Description Quantity 'UOM Category Price Amount Status

1R a @ICD mputer 2 g [soo00 | e~ @ [comrs @ [ronoooon | 3,500.00 Approved CHERE
7 B Q, @I = 5% |0.0000 Q| Q fo Approved CEE [=
View Printable Version 'Go to: [ more E

B save l) Refresh

Eraod Update Display |

19.OPTIONAL STEP:

Maintain Requisitions

The Hold From Further Processing checkbox is circled.

At this point in the process, you

Requisition
have entered enough data to e son o

>

save the requisition and hold it

‘Requester:

[TRAINDT Q. Instructor,Suzie
2

from moving to the next Step iN| s s
o W Online Input
the process. B e

g Date: [107572006 [

You can hold the requisition by,

3,500.00 USD

6;1Ctlvat|lg? (place a che_ckark) » QFF
theHold from Processing A

option. You must save the
requisition before leaving and
make note of the Requisition IC
for future reference. You can
recall the requisition at a later
time and add, remove, or chan
information. At that time,
uncheck this option and resave
to move b the next step in the
Requisition Life Cycle.

View Printable Version

DSave | [ Refresh

Quantity 'UOM  Cateqol

sno00 [EA | @ [comPs | Q [7o000000 | 3 d CEmEEE

oooo [ @ Qo Approved CBEEE
Got More, =
[Evdd [ 5T UpdateDisplay

Ver. 2007.06.12
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PeopleSoft Version 8: Requisitions The University of Akron

What you do What happens

20.OPTIONAL STEP: The Line Comments page returns.
To add comments per individug [-ne commens
line, click theLine Comment | | o e Lz:ii?

icon =

for which you wish to add the

next tO the ||ne |tem ‘Sort Method: | Comment Time Stamp - “Sort Sequence; |Ascending =] Sont
Il First (4 1.of 1 P Last

Copy Standard Commel Cony ltern Spece Comment Status:  Active Inactivate
comment. ’4 e
. .
Note: Be sure to verify the Liné =
number SO that the Comment is [T Sendto Vendor [~ Shown at Receipt [~ Shown at Voucher
associated with the correct ling| | | teon| e | o | enan

Frarm -= REQ AKRON-MEXT

Select theOK button to return. | |

21.To add comments to the requisition, click on Arkel Commentslink.

The Header Commenpage displays.

Header Comments

Business Unit:  AKRCON Requisition Date: 1041972006
Requisition D~ NEXT Status: Approved

*Sort Method: | Comment Time Stamp | ‘Sort Sequence: IAscending 'I Fort |

First El 1af 1 El Last

Copy Standard Comments Comment Status:  Active MI

¢

[~

[" sendtoVendor [ Shown at Receipt [ Shown at Voucher

Attachment Attach| ViEW| Delete| I~ Email

Fram -= REQ AKROMN-MEXT

Ok Cancel Refresk

Ver. 2007.06.12 3-13
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PeopleSoft Version 8: Requisitions

The University of Akron

What you do

What happens

22. All requisitions should have theg
RegDeli(Requisition Delivery)
Standard Comment added. Th
comment is a predefined entry
that will provide you with a
template for delivery and conta
information.

To do this, click on th€opy
Standard Commentslink.

23.In theComment Type field,
enter REQ.

24.In theComment ID field, enter
DELIL.

25.Click on theOK button.

The Standard Comments page displays.

Standard Comments

*Action: | Copy Comment =l
Comment Type: I Q Comment ID: I a
‘Effective Date: |1 0r18/2006 ‘Status: I-ﬂ‘f:ti“E :l'
Description: I
Short Desc: I
Comments:

[0]34 Cancel Refresh

Ver. 2007.06.12
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PeopleSoft Version 8: Requisitions

The University of Akron

What you do

What happens

26.

27.

28.

29.

30.

31.

32.

Read the template and fill in your
information whereapplicable.

Some examples of when you would
add additional fre¢orm Comments
are:

2 What attachments are being sen
to Purchasing.

Vendor information if not found
in PeopleSoft.

Invoice number if entering an
invoice

2

2

In order for the comment to print for
the Vendoyon the receiptand in
order for Accounts Payable to view
the commentse sure to check the
Send to Vendor Shown at Receipt
andShown at Vouchercheckboxes.

OPTIONAL STEPS:

If you wishto attacha file to the
requisition click theAttach button.
You will need to specify the path an
filename by clicking th&rowse
button and locating the file you wish
to attach. Click thé&Jpload button to
upload the documentf you have
attached a file you should see the
filename listed next to the
Attachmentheading.

Do NOT check the Email box as this
function is not being used at the
present time.

You maydelete the attachment up
until the requisition is approved.
Should you need to modify the
attachment, delete the attachment g
then make yourteanges to the file
and reupload the documentOnce
approved, you will be unable tmake
any changes tdhe attachment.

Click on theOK button.

The Comments page displays with the template.

Header Comments

Business Unit: ~ AKRON Requisition Date: 10/ 972006

Requisition ID:  NEXT Status: Approved

‘SortMethod: [ Somment 1Time Stamp z ‘Sort Sequence: |Astending ¥ Sort
[ nt Status:  Act Inactivate

™ SendtoVendor I~ Shown at Receipt [~ Shown a at Voucher

L | |
~ ]

Attachment

OK Cance| Refresh

Browse...

Uplo Cancel

Browse for the file to
attach and then click
Upload

Attachmfnt  DellComputerPrice_Guote.doc

Do NOT check theEmail box
as this is not being used at the
present time.

| VIEW| Delet ||:|E||mil

Ver. 2007.06.12
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PeopleSoft Version 8: Requisitions The University of Akron

What you do What happens

33.If you want to add additional
comments in a new row, click on the

Add a new row 1 putton.

You would add new rows if you wan
comments to be directed to different
people. For example, row one
comment (delivery and contact
information) is intended to print for
the Vendor and on the Receiftend
to Vendor, Shown at Receipt
checkboxes actiywv
comment is intended only for the
Vendor (only theéSend to Verdor
checkbox is marked).

Ver. 2007.06.12 3-16
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What you do | What happens

34.The Requisition page displays again.
To save the requisition, click on t&avebutton.

The Requisition ID number will display in the top left corner of the Requisition.

Maintain Requisitions

Requisition
Business Unit: 2| Status: Approved b 4
Requisitiongd: 0000037409 Copy From Budget Status: Motchkd TG
>
™ Hold From Further Processing
S
‘Requester: ITRAIND1 Q, Instructar,Suzie Eeguisition Defaults
Edit Corrments
Requisition Dates | 101972006 B Resuesterlnfo Requisition Activities
Origin: IONL QL Online Input
‘Currency Code: [U5D polar Total Amount: 1100.00 USD
i ! 100,
Accounting Date: |1 0182008 [
Purchasing Kit Catalog Line: | QTo:l a Retrievel
ltem Search REequester ltems

Customize
Ship To/Due Date Status iy “endor Information i Adtributes e Contract iy

e fterm Infarmation

First 1of 1 ] Last

ine e Description Quantity *UOM Category Price Amount Status

s |
= Q g’MPUTER = [zoooo | [Ea | @ [comPw Q [580.00000  1,100.00 Approved COEREE

Wiew Printable Yersion ‘Go to: |...More... j

B save | % Refresh [E Add | | Update Display

Note: To print therequisition from this page, see Chapter 4, Method 1 for details.

Ver. 2007.06.12
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PeopleSoft Version 8: Requisitions The University of Akron

What you do | What happens

35.If you did not follow the steps outlined, specifically stéjpoh page 3L1, you will get an
error message that will prevent you from saving the requisition.

The error message is as tlls:

e R S D
Micrusuﬂ: Internet Explorer =|
!

A

Meed fund, depk, program, class & account to add Req. Check distribution lines. Ee sure to enter the
Defaults{Details panel tab First, then the Requsition Farm tab.,

The PeopleCode program executed an Error skatement, which has produced this message.

To correct the requisition do the following:

1

T
T
)l
)l

= =

Click on theOK button.

Click on theRequisition Defaults link.

Re-enter the SpeedChart in tBpeedChartfield.

Click on theOK button

Click on theMark All link.

Note: The result of clicking on thiglark All link will be a checkmark in all
checkboxes in thApply column.

Click on theOK button.

Click on theSavebutton again

--- Initiating the Workflow Process--- (must be done on every requisition)

36. Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the main menu,
you will have to use thExpand Menu
button to open the main menu again.

Ver. 2007.06.12 3-18
Software TrainingandTechnological Services



PeopleSoft Version 8: Requisitions

The University of Akron

What you do

| What happens

37.The Approval page displays.

Requisition Amount Approval

Unit:  AKROMN Req: 0000037426 Requester: Instructar Suzie ==
“Approval Action: Apprave v Approval Status: Initial [% vigw Printahle Req

&

Requisition Date: 111082006
Total Amount: 25,000 Dollar
Total Base Amount: 25.000 Dollar

} Line Details

B save | LLReturn to Search |

TheApproval Status field will be Initial.

38.Click on theSaveButton.

TheApproval Status of your requisition
wi | I ¢ HraPnoges® t iof fAy
not an approver.

The status Qompleted c
you are an approver or if your
requisition is under $500 and you have
the limited authority classification.

The ApprovalStatus field updates.

Requisition Amount Approval

Unit:  AKROM Req: 0000037426 Reduester: instructor,Suze =

*Approval Action: Approve Approval Status: In Process View Printable Req

39.The Requisition is now ready for
Approval or for Budget Checking (for
Requesters/Approvers).

Ver. 2007.06.12
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PeopleSoft Version 8: Requisitions The University of Akron

Type 2: One Vendor, Multiple SpeedCharts per Line Item

Use this procedure when you need to enter one PeopleSoft requisitiqulibitiet £harges of
one line to multiple SpeedCharts.

What you do What happens
1. Follow the steps for Type 1 | A requisition is entered.

requisitions.

2. Click on theScheduleicon EC for the line item you wish to split the charges for. This ic
is located on the far rigfiton the same line as the line item.

Maintain Requisitions

Requisition

Business Unit:  AKRON Status: Approved

Requisition ID: ~ MEXT Copy From Budget Status: Mot Chk'd na
[ Hold From Further P essing

S

‘Requester: ITRAIND1 CQ, Instructor,Suzie Reguisition Defaults
Edit Comments

. — I Requester Info =

Requisition Date: |10/19/2006 &9 Requisition Activities

Origin: IONL Q online Input

‘Currency Code: IUSD Dallar
Total Amount: 2,550.00 UsD

Accounting Date: |1 0/19/2006 [+

Furchasing kit Catalog

ltemn Search Reguester ltems

Customize | Find | %
5 Contract 5 Sourcing Controls

5 ftem Informstion 5 Adtributes

Status 5 “endor Information

Description Quantity *UOM Category Price Amount Status
=
= Q @ammm S [zoooo [Ea Q [comPw @ [+0000000  800.00 Approved

=}
TR Q @amp S [soooo [Ea | Q [comPs @ [350.00000  1,750.00 Approved

The Schedule page displays.

Maintain Requisitions

Schedule
Business Unit:  AKRON Requisition Date: 101952006
Requisition ID: MEXT Status: Approved

Return to Main Page

Amount: 800.00 UsD

1 tem: example 1 Quantity: 2.0000
Customize | Find | Wiew A
Details S
Sched *Ship To Quantity Price Amount Due Date Status
1 B IRECEI\Q =1 [zooo0 |400.00000 800.00 |10131:2005 El G2 Active =]
Add Ship To Comments
B save | 4 Refresh [Es A | Update/Dizplay |

Ver. 2007.06.12 3-20

Software TrainingandTechnological Services
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What you do | What happens

3. Click on theDistribution B2 icon located next to the status.

Maintain Requisitions \

Schedule
Business Unit: ARRON Requisition Date; 10/18r2006
Requisition ID: 0ooo03y410 Status: Approved

Return to Main Page

Roing | viewal  First {4102 B Las

800.00 USD
First [« 1of 1 [¥] Last

1 Item: exarmple 1 Quantity: 2.0000 Each

Custorize | Find | View &)1 | B8

Details

Sched *Ship To Quantity Price Amount Due Date

Status
1 B IRECEI\Q = [z2.0000 [400.00000 aun.nn|1m31xznna El ctive =

Add Ship To Comments

B save | ts Refresh B 2cdd

UpdateDis

TheDistribution page displays.

Maintain Requisitions

Distribution
Requisition e ftrerm exarnple 1
Line: 1 Status: P«D
Schedule: 1
Ship To: RECEMING CntriRecy Quantity: 20000 EA
‘Distribute by: | @Uantity Open Quantity: 2.0000
Amount: 800,00 USD
SpeedChart: Q Multi-SpeedCharts
Distributions
' Asset Information

Distrib Status Perc Quantity Amount GL Unit Entry Event Account Fund Dept Program  Class Bud Ref E—EHBUS Proj

1 Open [ zoowo 800.00 JakrON Q| Q [sa01 Q [toooo & [a47seonz Q@ [eoon & fJorer Q| Q| al

Ok | Cangel | Refreshl

Note: Verify that the correct line item was selected by looking at the top of the Distributior
Information page.

The default distribution method is by Quantity (Qty) however, you may chan@edinidbute
by value to Amoun{Amt) if needed.

Ver. 2007.06.12
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What you do | What happens
4. Click on theMulti -SpeedChartslink.

The Multi-Speed Charts page displays.

Multiple SpeedCharts

Requisition ID: 0000037410 ftem: example 1

Line: 1 Status: Active

Distribaute by:  Quantity Req Oty: 20000

Schedule: 1 " Append & Overwrite

Remaining Guantity:

SpeedChart Selections Custornize | Find | Wiew All | i First (4 4 ot 1 [ Last
‘SpeedChart Quantity to Distribute
1] Q | (=]

Ok | Cancel | Refreshl

5. Atthe end of the first line, | The Multiple SpeedCharts screen will display as below.
click onthe Add +_| button Multiple SpeedCharts
tO add another d|Str|but|0n Requis'rinD: 0000037410 Item: example 1
line. Only add one Hner 1 Status: A
. . . . . Distribute by:  Quantity Req Oty: 2.0000
dIStrlbUthn ||ne a tlme. Schedule: 1 C Append  * Overwrite
Remaining Quantity:
6' Enter eacrspeedChartand 5“‘: CAmountto Distribute S mntmgto Dlstril)ut CpEREPCES
the Quantity (or Amount) yol 1[moas—Q | 10000 [#] [=]
wish to charge to each 2jooo & | | 1.0000] [ ]
SpeedChart K | Cancel | Retrash
7. Enter theQuantity or
Amount to Distribute.
8. Click on theOK button when
complete.
Ver. 2007.06.12 3-22
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What you do | What happens

9. The Distribution page returns with the multi@peedCharts and the appropriate Quantitie
Amounts, Percentages, and Chartfields.

Maintain Requisitions

Distribution

Requisition ID: 0000037410 tem: exarnple 1

Line: 1 Status: Active

Schedule: 1

Ship To: RECEMNG ChiriRecy Quantity: 20000 EA
*Distribute hy: Quantity 2 Open Quantity: 2.0000

Amount: 80000 USD

SpeedChart: O Multi-SpeedCharts

Chartfields

Details  } Asset Infarmation

Distrib Status Percent Quantity Amount GL Unit Entry Event Account Eund Dept Brogram Class Bud Ref Eﬁnﬂ Proj:

1 Open 50.0000 1.0000 400.00 JAKRON O Q Q 10000 O [a4756002  Q |6000 O [OPER O Q — Q l_
2 Open 50.0000 1.0000 400.00 JAKRON Q Q Q |10000 O [A4701001 Q |sooo & [OPER Q@ Q Q l_

0K | Cancel | Relreshl

10. Click on theOK button. The Schedule page displays again.

Maintain Requisitions
Schedule

Business Unit:  AKRON Requisition Date:  10/13/2006
Requisition ID: 0000037410 Status: Approved

Relum o Main Page

1 ttem: example 1 Quantity: 20000 Each  Amount: £00.00 USD
Details
Sched Quantity Price Amount Due Date Status
1 B [Recena = [zoomo 40000000 300,00 [10/31/2006 [ 5 active Bl

Add Ship To Carments

B Save | L Refresh [Eb Addt UndateDisplay

11.To return to the Requisition | The Requisition page displaggain.
page, click on th®eturn to | tumenreren

t . Requisition
Main Pagelink. ot X
Requisition 1D: 0000037410 Copy From Budget Status: Mot Chk'd ﬁ
I Hold From Further Processing
=
‘Requester: TRAIND1T Q. Instructor Suzie Requisition Defaults
Edit Comments
[foneizons Requesterinfa Edit Comments
[EIEETH Requisition Activities
Origin: onL G online Input
Currency Code: |USD Dollar
Y Total Amount: 2,550.00 USD
Accounting Date: [1019/2006 &
Purchasing Kit Catalog Line: QTo: @, Retrisve
ltemn Search Reguester items

'\ endor information | tem informetion | Attributes

ine ftem Description Quantity "UOM Category. Price Amount Procard Status
1R Q [example 1 =¥ & oo [Ea | O [cowpw Q [a0000000 | 80000 T Agproved
2@ Q [examp =¥ & [eooo0 [Ex | Q [oowps A [FE000000 175000 [ Amroved

View Printable Yersion

'Go to: More. =l
Bsave | L Retesh [Ernc | | B Updiateispiay

Ver. 2007.06.12 3-23
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What you do What happens

12.Click on theSavebutton to
save the newly added
distributions.

Note: To print the requisitior|
from this page, see Chapter
Method 1 for details.

--- Initiating the Workflow Process--- (must be done on every requisition)

13.Using the maiimenu choose
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the

main menu, you will have to
use theexpand Menu button
to open the main menu agai

Ver. 2007.06.12 3-24
Software TrainingandTechnological Services



PeopleSoft Version 8: Requisitions The University of Akron

What you do | What happens
14.The Approval page displays.

Requisition Amount Approval

Unitt  AKROM Req: 0000037426 Reauester: _la Szl =

‘Approval Action: Approe ~ Approval Status: Initial % \iew Printable Req
Requisition Date: 11/08i2008

Total Amount: 25000 Dollar

Total Base Amount: 25.000 Daollar

} Line Details

B save | ELReturn to Sefrch |

TheApproval Status field will be Initial.

15. Click on theSaveButton. The Approval Status field updates.

Requisition Amount Approval

The Approval Status of your it AdoN Req  oononarizs  Reuester:  instuctoruze =

requi sitioninroces® | .. wee —
if you are not an approver. >

The status Qompleted (
if you are an approver or if your
requisition is under $500 and ybave
the limited authority classification.

16. The Requisition is now ready for
Approval or for Budget Checking (for
Requesters/Approvers).

Ver. 2007.06.12 3-25
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Type 3: One Vendor, Multiple Lines, Override SpeedChart per Line

Usethis procedure when you need to enter one PeopleSoft Requisition for multiple line items
and then change an entire line to a new SpeedChart (override the default SpeedChart entered on
the Header Defaults page).

What you do What happens
1. Follow the step$or Type 1 A requisition is entered.
requisitions.

2. If necessary, click on thReturn to Main Pagelink.

The Requisition displays.

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Approved b4
Requisition ID: 0000037410 Copy Frorm Budget Status: MotChikd TS
[ Hold From Further Processing
=
‘Requester: |TRAIND1 @ Instructor,Suzie Requisition Defaults
Edit Comments
) o l— q Edit Comrnents
Requisition Date: |10/1912006 [ Reduesterioly Requisition Activities
Origin: IONL Q onling Input
‘Currency Code: |U5SD! Dallar Total Amount 255000 USD
ofal Amount: N .
Accounting Date: |1 01 82006 [
Purchasing kit LCatalog Line: I QTo:I . Retrieve |
ltem Search Requester ltems

First 4] 1.2 01 2 [ Last

Status i “endor Information i ftem Information 3 Attributes i Contract i Sourcing Controls

ine tem Description Ollﬂllﬂ!}l ‘vom Categ oy Price Amount r%r(l Status
=he e — HHEE AR procs
1Ry | @ [example 1 =& i [zo0o0 [Ea~ @ [comPw | @ [so0.00000 80000 [ Approved O EEE
2B Q, [examp =HE & [s.oo00 [Ea | @ [comPs @ [ssooooon 175000 [T Approved QmBERE
View Printable Version ‘Go to: |...Mure... j

Bl save | 4 Refresh Bk 2od Update/Display |
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What you do | What happens

3. Click the Line Defaults':[:| icon for the line item you want to enter a new Speed Chatrt for.

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Approved *®

Requisition ID: 0000037410 Copy Frarm Budget Status: Mot Chk'd ﬂﬁ

ald From Further Processing
B

‘Requester: ITRNNM QL Instructor,Suzie

‘Requisition Date: |1u;1 972008 E‘j Requester Info EdlCemiments

Requisition Activities

Origin: IONL Q Online Input
‘Currency Code: IUSD Dallar
i Total Amount: 2.550.00
Accounting Date: |1 01972006 [
Burchasind kit Catalog Line: I QTo:I aQ Retrievel
ltern Search Requester ltems

First ] 1-2 of 2 [ Last

Customize | Find
4 Contract 4 Soutcing Controls

Details 3 Ship ToDue Date Status i Wendar Informstion e ftem Information i Aftributes

Line ltem Description Quantity ‘UOM Category Price Amount Pr%r(l Status \
a
= Q [example 1 j@é £ [z.0000 |EA Q [coMPyy QY |4uo.nnnuo gooan T Approved 4° o\ =
2B Q [examp =¥ & [s00m0 |2 | Q [comps @ [3000000 175000 [ Approved © B ® =

4. The Line Defaultpage displays.

Maintain Requisitions

Defaults for Line 2

Requisition ID: 0000037410 ftem: Examp
example 2

Default Options: Qwerride Copy Header Defaults

SpeedChart: I a

Distributions
Details | Asset Information
Dist Perclm GL Unit Entry Event Account Fund Dept Program Class Bud Ref Eﬁnﬂ Project Activity
1 J100poon jakRON Q| Q [s800 Q| Q| Q| Q| Q| a | a | Q|
0K | ancel | Refreshl
Note: Verify that the correct line item has been selected.
5. IntheSpeedChartfield, enter | The Chartfields disply.
the sixdigit SpeedChart e
(Account Code) for this line
item. :
Click on theRefreshbutton to e T T T B
populate the Chartfields. I ] i
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What you do What happens

6. Click on theOK button. The following page displays.

Retrofit field changes to all the distributions on the Requisition Line - 2
Business Unit:  AKRORN Requisition Date: 10/ 972006
Requisition 1D: Qoooo3r410 Status: Approved

For the distribution specific defaults,
Select ‘Apply'to apply changes to the Distrib Line value on the selected requisition line.
Select ‘Apply to Al Distribs"to apply chanoges to all distribution lines on the selected requisition line.

¥ Mark All Unmark All

mize | Find | view sl | B First (4 1767 [P Last

Appl Distrib Line Field Name Field Value

- 1 Percent 100

r 1 GL Unit

[l 1 Fund 10000

- 1 Dept A4TEE01E

- 1 Frogram 6000

I 1 Class CPER

[l 1 Budget Date 2006-10-19
Ok Cancel Refresh

7. Click on theMark All link. The Form page displaygyain.

Maintain Requisitions
Requisition

Note: The result of clicking on | sswsus o o X

Requisition ID: 0000037410 Copy From Budget Status: NotChicd BT

theMark All link will be a I g rom e rocesseg

<

H H ‘Requester: [TRAIND1 Q In Reaquisition Defaults
checkmark in all checkboxes i [ | o s Eatcommc

Requisition Actiities

the Apply column o PTA onmem
) Currency Code: [VED Dollar .
Accounting Date: [1018:2006 ) Total Amount: 255000 USD
i Purchasing kit Catalog tine: [ QTo:[ @ Retrieve
8. Click on theOK button. s

Le  ftem Deseription Quantity 'WOM  Cateqory  Brice Amount , 222 staws
1B Q [evample 1 HE & oo x| Q Jeowrw A fsonooonn | sooo0 T approven CmEREE
2 Q [examp ZHE & fow Ea | Q Jcowps Q[ 175000 [T Asroved CUEEE
‘Visw Printabls Version 'Go to: tore. =
Bsave | wRenesh [Evace | | updeteni

9. Click on theSavebutton.

Note: To print the requisition
from this page, see Chapter 4,
Method 1 for details.

--- Initiating the Workflow Process--- (must be done on every requisition)
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What you do What happens

10.Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the mair
menu, you will have to use the
Expand Menu button to open
the main menu again.

11.The Approval page displays.

Requisition Amount Approval

uUnitt  AKROM Req: 0000037425 Redquester: Instructor, Suzie ==

[% wigw Printable Reqg
&

*Approval Action: Approve b Approval Status: Initial

Requisition Date: 11/08/2008

Total Amount: 25.000 Daollar

Total Base Amount: 25.000 Dollar

¥ Line Details

B save | A Return fSearch

TheApproval Status field will be Initial.

12.Click on theSaveButton. The Approval $atus field updates.
Requisition Amount Approval
TheApproval Status of your it ARON Rew  a0000aT42s Reduester : =
requi sitioninwil . e -

Approval Status: In Process

Procesé i f you ar
approver.

The status will change to
fiCompleted i f you
approver or if your requisition i
under $500 and you have the
limited authority classification.

13.The Requisition is now ready f(
Approval or for Budget
Checking (for
Requesters/Approvers).
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Ending Notes for Adding Requisitions

After you save the requisition, an email message will go to your Approver stating that a
requisition is awaiting approval in their Worklist. This is a new feature in version 8.

Also, after you save a requisition, one of the following will occur:

1.

If it is approved, you will receive anraail indicating that it was approved and forwarded
to Purchasing for processing. Therail will contain any comments offered by the
Approver.

If it was denied, you will receive anmail indicating that it was denied with any
comments provided by the Approver.

If it was recycled, you will receive aamail indicating it was recycled with any
comments provided by the Approver concerning changes that need to be done before it
will be approved. A recycled requisition will be routed to your Worklist. See Chapter 5,
Part E for additional information abbliow to work with recycled requisitions.

If no action was taken on the requisition in three business days, your requisition will be
recycled and returned to you for action. You will also receivemaieindicating that

no action was taken on your resjtion. You may wish to contact the Approver

concerning the requisition or in some cases you may need to contact The Department of
Purchasing to cancel the requisition. Timed Out requisitions can be found in your
Worklist.

Note: If you are both the Rpiester and the Approver you will not need to folkn Approval
Process InstructionsThe requisition that you save will bypass the Worklist enade on to
Budget Checking (Commitment Control.)

Ver. 2007.06.12 3-30
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Chapter 4 . Printing a Requisition

Method 1: Printing a Requisition from the Requisition Page

You can print a requisition right after you save it by usingviesv Printable Version link in

the lower left corner of the Requisition page. You can print the requisition from this page
anytime before the requisition hagen approvedAfter a requisition has beepproved you

will not be able to access this page and therefore you will need to follow Method 2 to print the

requisition.

What you do

What happens

1. If you just completed the requisition,
verify that you are on thilaintain
Requisition Requisitionpage.

OR

From the menu, chose:
Purchasing

Click the Add/Update Requisitionslink
from the menu.

Use the Find an Existing Value page to
locate the reqaition.

Ver. 2007.06.12
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What you do

| What happens

2. The Requisition page displays.

Maintain Requisitions

Requisition
Business Unit:  AKROMN
Requisition ID: 0000037413
=

‘Requester: TRAIMO1 Q) Instructor,Suzie

*Requisition Date: |10/25/2008 [ Requester Info

Origin: ONL Q Online Input
‘Currency Code:  [VSD Dallar
Accounting Date: |10/25/2006 [5

Purchasing Kit Catalog

ltern Search Requester lterns

X

Approved
Mot Chik'd

Status:
Budget Status:

=

I Hold From Further Processing

Reguisition Defaults
Edit Comments
Reguisition Activities
Document Status

Total Amount: 2,340.00 USD

Line: l_ Q, To: l_ Q, Retrieve |

Details Ship To/Due Date N endor Information

N Contract Snu[mngCnntrnls

N ttem Information N Aftributes

ine em Description

1R a gzmmp“mrs S [zoooo [Ea | Q@ [comew O [ronooooo | 2,100.00 Approved
2B | Q é”ﬁwa"a =, [zoooo | [Ea | @ [comPs @ [rzo.ooooo 240.00 Approved

View Printahle Version

L Refresh |

4=+, Return Y Search

Quantity ‘UOM Category Price Amount Status

GUERE

CEE®EE

'Goto: [-haore

B Add UpdateDisplay

3. Click theView Printable Version link.

This link is in the lower left corner of the

page.

You may receive the following message.
t he

Cl i ¥ed0 it 0 save r

dand printad. ITyou choose Mo,
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What you do | What happens
4. A separate window will opendo NOT close this window
=
Fle Edit ‘Wiew Fawvorites Tools  Help | -4'

eBack - \-) - \j @ ;;j ‘/__j Search \;rl'( Favarites ﬁ‘}| [_-:v »
T - T ]

Address I@ http: ffboromir, uakron, edufpscFs890b)

Processing
Process Name: PORGOI0D Requisition Print 3QR
Process Instance: 244 Process Type: SQR Report

ks

|@ Opening page http: /{baramir.cc.uakron.e ’_ l_ l_ l_ ’_ q Lacal intranet i

NOTE: It may take up to 30 seconds for this screen to appedrplease be
patient and do not click theView Printable Version link a second time.

5. If the screen shown in Step 4 above does not appear after 30 seconds look under th
address |line of your brapwpséild ozhkedoDee si
occurs, follow the steps outlined in the next sec#dimwing Pop-ups.

i

@Eack i \q_,/' \ﬂ @ h j'__\J Search “E::(’ Favarites ﬁ‘t

Addres TTIoaranir. us o e — -
Pop-up blocked, To see this pop-up or additional options click here. ..

eople
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What you do

| What happens

6. Once the process is complete the Requ
Explorer/Adobe Viewer window.

isition will automatically open in a new Intern

3 http:/ /boromir.uakron.edu;/psreports /Fs890bp3 /2! - |EI|5|
File Edt GoTo  Favorkes  Help ‘ :,"
OBack - \J ™ |_L| |EL| ;-\||/.-\I Search \f\'{’ Favorites ‘3 T ﬁ f‘
Acd .FOF B ks | -
ey 9 v w0 e e R ) ey © [0 - @ O o e S v
O
o L4
8 . =
& Departmental Purchase Requisition
Business Unit: AKRON APPROVED
Reg ID: Date Page
Ship To:  Central Stores 0000027414 10/25/2006 1
185 East Mill Street Requester Currency
Akron OH 44325-0703 Instructer.Cuzie hijsis]
Reguester Signature
Line-Schd Item Description Mig 1D Quantity UOM Price Extended Amt Dug Date
L 1-1 KYE 2.0000 EA 550.00 1,100, 00 10/31/2006
Buysr: Radin, Al
“endor: 0000000002 Koere IneMontgomerny Kone
“ Distribution:
E 10000/A4756002 (200704) Sofiware Training Sves £50.00
£ 10000/44701001 (200100) Board of Trustess 550.00
[ Line Total: 1,100.00
£
7’ Total Requisition Amount: 1,100.00
“
=
]
£
E
=
53
e
hd
L=l ‘ i Lof!l ‘ o © Ll
Done l_ ’_l_ l_ l_ % J Unknown Zone A
7.Sel ect from t File, br
Print.
Cl i on the Print

c k
tool bar r i Adob

0] n

You may opt to save the document
3 Copy o
B save = Copy instead of printing if you
wish to conserve paper or forward the
requisition to someone else on campus

=l

electronically

Ver. 2007.06.12
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Allowing Pop-Ups

The following instructions are provided to enablejogs from The Universitgpf Akron web
sites.

What you do What happens

1. From within Internet Explorer, seletbols- | The Internet Options page is displayed.

Internet Options.
| BE]
General | Security | Privacy | Content | Connections | Programs | Advanced

Home page
% “You cah change which page to uze for your home page.
Address: hitkp:f fvviv, uakron,edu/

[ Use Current ] [ Use Detfault ] [ Use Blank

Temparary Internet files
y  Pages you view on the Internet are stored in a special folder
Y for quick wiewing later.

[Delele Cookies...] [Dalele Files.. ] [ Settings. .

Histary

The History folder contains links to pages you've visited, for
quick access ta 1ecently viewed pages

Days to keep pages in history: 20 % || Clear Histary

[ Colars... ] [ Fonts... ] [ Languages. . ] [Accessihility..]

2. Click thePrivacy tab. The Privacy settings are displayed:
| [2][x]]

General | Secuity| Privacy | Content | Connections | Programs | &dvanced

Settings
o Move the slider to select a privacy setting for the Intemet

=@ zohe

Medium

- Blocks third-party cookies that da not have a compact

privacy policy

- Blocks third-party cookies that use personally identifiable %
L information without your implicit consent

- Restricts first-party cookies that use personally identifiable:

infarmation without implicit consent

l Sites. H Import. ][Advan:ed ]

Pop-up Blocker
Prevent most pop-up windows from appearing.

Block pop-ups Settings...

Ver. 2007.06.12 4-5
Software TrainingandTechnological Services



PeopleSoft Version 8: Requisitions The University of Akron

What you do | What happens

3. Click theSettingsbutton located at the bottom of the screen. ThelBoBlocker Settings
page is displayed.

Pop-up Blocker Settings E|
Exceptions
Pop-ups are curently blocked. Y'ou can allow pop-ups fram specific
‘Wb sites by adding the site to the list below.
Address of Web site to allaw:
| | [
Allowed sites:
*uanet.edu Femove
Femaove &l
Motifications and Filter Level
Play a sound when a pop-up is blocked.
Show Infarmation Bar when a pop-up is blocked.
Filter Level
[ Medium: Block most automatic poprups v|
Pop-up Blocker FAQ

4. Type the foll owing

underuakiohedir ess of w
5. Click theAdd button.

Pop-up Blocker Settings ‘X|
Exceptions

Fop-ups are currently blacked. You can allow pop-ups from specific
“webh sites by adding the site to the list below.

dress of \Web site bo alld /\
uakram, edu ) q ’ Add ]
Allowed shes: \/

* uanet.edu

N

Fiemowve

Remove Al

Muatifications and Filker Leswel
Play a sound when a pop-up iz blocked.
Show Information Bar when a pop-up iz blocked.

Filter Lewvel:

| Mediurn: Black mast automatic pop-ups

Pop-up Blocker FAQ

Ver. 2007.06.12 4-6
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What you do | What happens

6. Under nAAl Il owed s*iudkersedu. Wakesurs theoeusladheck e ¢he bo:
f o $howiInformation Bar when a popup is blocked .

7. Click theClosebutton.

8. Click OK.

Pop-up Blocker Settings E|

Exceptions

FPop-ups are currently blocked. *ou can allow pop-upsz from zpecific
“wieb zites by adding the site to the list below.

Address of Web zite to allow:
| | fdd

( * uakron.edu > Remove

Remowve Al

Matifications and Filker Level

[+] Play 2 sousd-svetmarprap-re-
Show Infarmation Bar when a pop-up iz blocked.

Filter Lewel
| M edium: Block most automatic pop-ups w |
Pop-up Blocker FAL

Ver. 2007.06.12
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Method 2: Printing a Requisition using the Req Print Page

Part A: Creating a Run Control

What is a Run Control ID?
A RunControl ID is an identification code that represents:
2 your PeopleSoft ID
2 the process you are running, such as printing a departmental budget report or printing a
requisition

Each process that you run needs its own unique Run Control ID. If youpdgét reports and
print requisitions, you will create one Run Control ID for printing budget reports and one Run
Control ID for printing requisitions.

When do you create a Run Control ID?

The first time that you run a process, you need to create a Ruro0®. Some examples of
processes are gathering the data to print a Departmental Budget Report or gathering the data to
print a requisition.

When you run the process in the future, you use the same Run Control ID as the first time that
you ran the preess.

What are the characteristics of a Run Control ID?

A Run Control ID can be up to 16 characters in length. It cannot contain spaces. Some examples
of Run Control Ids arBudgetPrint8 or ReqPrint8. You may use your old Run Control from
Version 7.5 tgrint requisitions in Version 8.

Ver. 2007.06.12 4-8
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What you do

What happens

1. From the main menu, choose:
Purchasing

The Purchasing menu is displayed.

Main Menu =

=] i
@@ Purchasing
Manage requisitions, purchase orders, receipts, cu:ulracts, and related o

Requisitions
Create, maintain, reconcile or reviewy reguistions infarmation .
= AddUpdste Reguistions

=l Approve Amourts
Eeuiewy Reguisition Information

Reports

2. Click theReportslink.

3. Click thePrint Requisition
link.

4. Click on theAdd a New Value
link or on the Add a New Value
folder tab

The Add a New Value page is displayed.

Requistion Print

[_Eind an Existing Value_}” Add a New Value

Run Control 10: ||

Add

Find an Existing Yalue | Add a New Value

5. Type a RunControl ID with a
maximum number of 16
characters and no spaces.

For example, entdReqPrint8.

Requistion Print

[ Eind an Existing Yalue_{” Add aNew Value |

Run Control ID: |ReqF’rm18|

Add

Find an Existing Value | Add a New Value

Ver. 2007.06.12
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What you do

What happens

6. Click on theAdd button

The Requisition Print page dssplayed.

Add

Language:

Requisition Print

Run Control ID: RegPrint38

English x| & Specified ¢ Recipient's

Benort Manager Process Monitor RuN

Business Unit: Q
. | [~ Approved
R D:
eason ? ™ canceled Select Al

From Date: ™ Completed

Through Date: [~ Open
[~ Pending

Requester: | Q
MOT On Hold hd

B seve Evadd | 5 UpdsteDisplay

7. Enter or verify information as vt o | otz o | B
follows: [ R

R ec | p raé|mbutﬁ))r3|s ?‘,I,:;::WD:;I,;,:S L ptod  recuts RepartManaer Process Monitor un
aCt I \./e . Business Unit:  [KRON O,
Business Unit Akron Roisomm: [pOEETT Ploond |
.. . . From Date: = «c:::.c.:'::(.
Requisition ID: Enter ID with —— 8 oo
lead zeros. S e
Statuses to Include Frame B
Select All and select the option
ﬁ O n H O I d A N D N & save M # Updiate Display

from the dropdown list.

Click on theSavebutton.

8. Go to Step 5 in the next sectiol
(printing a requisition) to
continue with the Requisition
Print Process.

Ver. 2007.06.12
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Part B: Printing a Requisition

You should have already created a Run Control ID for printing a requisition. If you have not
created a Run Control ID, please refer to the previous section in this chapter, Creating a Run
Control.

What you do What happens
1. From the main menwhoose: The Find an Existing Value page displays.
Purchasing

Click theReportslink.
Click thePrint Requisition link.

If necessary, click on thiéind an
Existing Value tab or link at the bottom

of the page.
2. IntheRun Control ID field, enter the
ID that you Created, |eReqPr|nt8 ERr::IrL;?yi:;?mZ;LTyuu hawe and click Search. Leave fields llank for a list of ll values,
{ Findan Existing Value ' Add a Mew Value |
OR Run Control ID: [hegins with =] [Reaprinis
Click on theSearchbutton. I case Sensitve

Sgarch | Clear | Basic Search [F] Save Search Criteria

Find an Existing Value | Add a Mew Yalue

If you did not enter the complete Run
Control ID or if you clicked on the
Searchbutton, you will be returned
Search Results at the bottom of the
page. Click on the correct Run Contrg
ID to advance to the next step.

Ver. 2007.06.12 4-11
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What you do

| What happens

3. The Requisition Print page displays.

i Requisition Print

Mew Window | Help | Customize Page | .5,

Eepord Manager Process Maonitor

Run |

Run Control ID: regprintg

|Eng\ish 'l " Specified  Recipient's

Language:

[AKRON Q
0000034413 @

Business Unit:

Requisition ID:

™ Approved
¥ canceled

Select Al

From Date: E] [ Completed
Through Date: El ¥ open
 Pendin
Redquester: | Q 9
|HOT On Hold |

& save |

[E 2l | Updateisplay |

4. Enter or verify information as follows:
Business Unit Akron
Requisition ID: Enter ID with lead
zer oos
Statuses to Include Frame Select All
and AOn Hol d AND

Mew Window | Heln | Customize Page | .2,

{ Requisition Print

Run ControlID: reqarints

English 7| € Specified  Recipient's

Run

ReporiManager Frocess Wonitor

Language:

Business Unit:  [AKRON O
¥ Approved

RequisiionID:  [0000034413  Q SelestAl
[¥ canceled —I

From Date: & ¥ Completed

Thiough Date: [ 7 open
¥ Pendin

Redquester: Q v

NOT On Hold =

B Save [Evacd | | £ UpcteiDisplay

5. Click on theRun button.

The Process Scheduler Request page displays

Process Scheduler Request

User ID: wsara Run Control ID: Regprints
Server Name: (el =] Runpate:  [oerzerzons El

Recurrence: [ =] RunTime:  [10302PM Resstioleinentbatee

Time Zone: a

Process List

Select Descrition ProcessName  Process Type “Type “Format

M Requisiion Print 5GR PORQDID SOR Report weh =] [FOF 7]

0K Cancel

Ver. 2007.06.12
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What you do What happens

6. Note/Select the following: The Process Scheduler pageigpthyed with
your choices.
Server Name PSNT Process Scheduler Request

Run Date (Do notchange the system | Fum Control 17 Recorine

Server Name: | RUMMONIN = | oy pate:  [0B/28/2004 [
date that defaU|tS) R:::re.:;:? [ E R,::n“:: [0302m Resetto Current DaterTime

Run Time: (Do not change the system

tl me that defau |tS.) S';Iecl Description Process Name Process Type Type l‘%

Requisition Print SQR PORQOTO SQR Report Wieh B

In the Process List grid at the bottom ¢
the page: o ]
A checkmark needs to appear in the
Selectcheckbox.

Type: Web

Format: PDF

7. Click on theOK button. The Requisition Print page returns with the
Process instance.
Note theProcess Instance&aumber. v it | ustoms e |5

Requisition Print

Run Cortrol ID: regprintg ReportManaer p#cess wonitor ¢
Language:  [ENeish 2] € Specified & Recipient's Protess Instance:94

Business Unit:  JAKRON Q,

. [7 Approved

Requisition D: ~ [0000034413 @ Select All
¥ Canceled

From Date: B [7 completed

Through Date: 5 [ open
[7 Pendin

Requester: aQ, o
NOT On Hold 2

& save [ Ao Upciate Display

8. Click on theReport Manager link. The Report Manager component is displayed.

The List page i®n top.
PeopleSoft. I

(=1

[ Explorer " List | Administration ) Archives

Folder: ~|  Instance: t0: Reftesh
Wame:[ | createdon:[  E] Last[ i [Dae =
c

Process
Instance

Report Report Description Folder Name:

1 Report

Go hackto Requistion Print

B zave

Explorer | List| Administation | Archives

Ver. 2007.06.12 4-13
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What you do What happens

9. Click on theAdministration folder tab. | The Administration page is displayed.

/ List Y Esplorer inistration ' Archives |

userin:  [AcczasF Tvpe: | “liast [ 1[pays =] Refresh

Status: =] Folder: =] mstance: to:
[

Report Pics .
Select FROUBES  Deseription S Eomat
[ 47780 68639 Doyt Budnet BummanOne Line aeaaer®  AcrohatCpdf  Fosted Detals
r 47788 B8637  DeptBudnet Detail Sa;gug’igff Acrobat *pdf)  Posted Details
06002005 Comma
Dept Butget Summary Details
[© 47787 63836  Dept Budget Summa At e ey Posted Details
r 47786 BB635  Dept Budget Summary-One Line Sa;guﬁ’igff Acrobatpdf)  Posted Details
= 47785 B6B34  DeptBudnet Detail Sﬁ;gtgigfﬂﬁ Acrobattpdf  Posted Details
DEBINNNG  Comma
Dept Busget Summary Details
= 47784 6ap33  DeptBudget Summa i e ey Pocted Deails
= 47782 66611  Resuisition Print SAR S%’g“ﬁ;‘;ﬁ Acrobattpdf  Posted Details
[T 47616 68342  Reuuistion Print GGR DBZU2005 acrohatepd)  Posted Details
138 45PM
[T 47615 68330  Reuuisition Print SOR DBZU2005  scrobatpd) Posted Details
137 41PM
? gerecta Deselect Al

%lcnckme delete button to delete the selected report(s)

& save

List | Explorer | Administration | Archives

10.In the Report List grid, look in thercs | The Administration page:
Instancefield to locate the Process (R G v\
Instance number for your report. ==y Hue:  [i[ow oo |

staws: | =] Fouter:[ =] mstance: | o |

Report Pres

You noted that number on the st e 22

Format Status Detai

Date/Time
06/302005

L. ) T a77s0 68638 ehiay  MerobalCpdd  Posted Defsils
RGQUISItIOH Prlnt page = arrss 6863 DentBudget Detail DURIS acrobat ) Posted Details
] 47787 606  Dept Budget Summary g;:m:d(,m) Posted Details
. . [ ar7e6 o35  DentBudnet Summar-One Line CCOOR000  acrobatitpd) Posted Details
11.Click on theRefreshbutton until the S N 5
N ) ent Budget Detal i crobatpd) Posted Details
StatUS|S POSted. After the report IS [nl 47784 633 DentBuduet Summal ?i’g” i;ﬁ dmmm Posted Details
CenlBudael Summent elimited (=54)
Posted theeport descrlptlon Wl” | 47782 6B\  Requisition Print SGR Acrobat (pd)  Posted Details
’
: T 47616 68342\ Reauisition Print SOR 92005 agrobat ¢pd)  Posted Details
become a hyper“nk' T 47615 68330 “Eé;z;gﬁ Acrabal (pdi)  Posted Details
1:27:41PM d
Y Selectan Dessle

_Dekete Jciickthe detety/buton to delets the selectsd reports)

The Report Name will become a
hyperlink once the status is Pedt
Use this hyperlink to view the report

B save

List| Esplorer | Afiministration | Archives
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What you do | What happens

12.Click on the report description hyperlink for the report.

The report is opened in a new Internet Explorer/Adobe Viewer window.

ports;/fsB30bp3,/179PORQ010_207.PDF - Microsoft Internet Explorer =18l
o o
0 © 2 @ G e BB BB S
Address [ €] htrpefiboromir.uskson, edufpsreports/fsasnbpa/179/PORQDI0_207 POF e ‘Lmks‘@ -
@ v [ ) oot [ @+ 1) o2 © [ - @ [0 [k A G [ fon- [t

Departmental Purchase Requisition

BUsMess Unit ARRON __ APPROVED
3 Req ID: Date Page
Ship To:  Central Stores 0000037413 10/25/2006 1
185 East Mill Street Requester Currency
Akron OH 44325-0703 I Suzie UsD
Requester Signature
[ine-Schd_Ttem Description Wig ID Quantity UOM Price Extended Amt Due Date |
1-1 XYZ computers 3.0000 EA 700.00 z,100.00 11/14/2006
Buyer: Radin Al
Vendor: 0000000003 Lakefront Lines Inc
Distribution:
10000/A4756002 (200704) Software Training Sves 2,100.00
Line Total 2,100.00
21 software 2.0000 EA 120,00 240,00 11/14/2006
Buyer: Collins, Vicki
Vendor: 0000000003 Lakefront Lines Inc
Distribution:
10000/A4751001 (200700}  Information Technology Svs 240,00
Line Total 240.00
Total Requisition Amount: 2,340.00
M This item is ordered for Sara Wise
T Please deliver the item to LIB
£ Room number 528
5 Zip+4
i
Please call
x , with any questions.
2
g
£
3
A = [Fbie o] E

I e

13.Sel ect from t File, b
Print.

OR

Click on the Printer tool in the
browser 6s tool bar
toolbar.

14.You may opt to save the document
Save a Copy | o

B save o copy instead of printing if you
wish to conserve paper or forward the
requisition to someone else on campu

&

electronically = .
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Chapter 5. Recall a Requisition

This chapter will outline the process for opening the pages that you used to enter a requisition.

You would use this process for the following reasons:
2 To open a fihel do requi sit iwasrused)t he Hol d fr
2 To review or inquire o a previously saved requisitigmior to Approval
2 To return to a nompproved requisition to make changes

This chapter will also outline the steps for making changes to a requisition before and after
approval, deleting atanceling a requisition, and working with a recycled requisition.

Part A: Recalling a Requisition (Prior to Approval)

What you do What happens
1. From the main menu, choose: The Find an Existing Value page displays.
Purchasing, Requisitions

Uge the following search to look for an existing Requisition.

Click theAdd/Update ReqUiSitionS / Find an Existing Value {__Add a New Value |

Ilnk from the menu. Business Unit: I;I IWQ
Requisition ID: |begins withj|
Requisition Status: |: j | j
Click on theFind an Existing Value Origin: [eging with =] a
link or theFind an Existing Value N :EEE::E:H .
fOIder tab Hold From Further Processing r

[ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Ver. 2007.06.12 51
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What you do What happens

2. Search for the requisition using one g
both of the search fields below:

Requisitions

Requisition ID: Use the operator of Use the following search 1o look or an existing Reguisition.

A=0 ors fwbet ghl on i f { Find an Existing Value {_Agd a Hew value |

the full requisition ID. Use t~he I = o
operator of MAcontl usmno [eams v |

last digits (minus the zeros). Requisition Status: o | |
Requester The UserlID of the Origin: Loeains win 21| Q
requester must be used instead of thg """ :zz::j:lu .

re q ues t er 6 S I as t Hold From Further Processing -

that you use téog into PeopleSoft. ™ case Sensitive

This is not case sensitive. Soartn | | Ciear | gasioseareh ) save Seareh Crri

Requester NameSearch for the

requester by entering their name, or
the operator ofeH
portion of the Re¢

\Note: If you changed the Requester field when
entering the requisition for the purpose of a differer
approver you will need to enter that ApproversoiD

After you filled in the search criteria, nameto recall that specific requisition.

click on theSeard button.

3. Depending on the search criteria you
entered, you may need to locate the
requisition and click on any of the link
for the requisition that you want to
open.

Search results will display if you
searched by Requester and there are
multiple requisitions sad for that
requester.
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What you do | What happens

4. Review or inquire by locating the desired data using the Requisition page or by using the
hyperlinks on the page.

See the next two sections for additional information about making changes to the recalled
requisition.

The Requsition page displays.

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Appraved *x
Requisition ID: 0000037409 Budget Status: Mot chkd T
™ Hold From Further Processing
=
*Requester: ITHA\NM Q. Instructor Suzie Requisition Defaults
Edit Comments
. A | Reguester Info ol -omments
Requisition Date: [1019/2008 Requisition Acthities
Origin: IONL Q online Input Document Status
"Currency Code: IUSD Daollar
; Total Amount: 1,100.00 UsD
Accounting Date: |1 011972006 [+
Purchasineg Kit Catalog Line: I Q Te [} Relrievel

Itern Search Eeguester terms

First [4] 10 1 [¥ Last

Line Customize | Find | *

Ship To/Due Date Status i “'endaor Information 3 ttern Information i Aftributes 3 Contract oy Sourcing Controls
ine em Description Quantity ‘UOM Category Price Amount Status

1Ry | Q gMPUTER =& |2.0000 |EA Q. JcomPw Q [550.00000  1,100.00 Approved O mE =

Wiew Printable Yersion ‘Goto: I More.. j

& save | Ly Return to Search | +[E] Previous in List | +[F] Mext in List | i Refresh Ex Add UpdateDisplay

Note: If you try to open a requisitioafter it has been approved using this instruction, you will
be redirected to the Requisition Inquiry page. You cannot view a requisition via the Maintain
Requisition page after it has besgoproved.
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Part B: Modifying a Requisition Prior to Approval

If you are a Requester/Approver (dual role) you cannot change a requisition after you save it and
Approve the Amounts. Please contact the Department of Purchasing if you need changes made
to the requisition.

If you are a Requester with the Limited Authority Class (automatic approval on requisitions
under $500) and you enter a requisition under $500, you cannot make changes to a requisition
after you save it and Approve the Amounts. Pleasg&acbthe Department of Purchasing if you
need changes.

If you are just a PeopleSoft Requester (enter requisitions, but do not approve), follow the steps
outlined below.

What you do What happens

1. Make modifications to any field that you| Note: All Requisition Default information
normally have access to, add new lines| (Vendor, Due Date, and SpeedChart) will be
delete lines and then click on tBave copied into added lines.
button when you are done.

To:
Add/Delete lines Requisition page
Change Vendor per line Line Defaults

% icon.

Change SpeedChart ScheduleE icon
Comments (per line) Line Comments

= icon
Comments (per requisition}
Requisition Comments link.

2. Using the main menu dose:
Purchasing,

Click the Approve Amounts link.
Note: If you collapsed the main menu, y

will have to use th&xpand Menu button
to open the main menu again.
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What you do | What happens

3. The Approval page displays.

Requisition Amount Approval

Unit:  aKROM Req: 0000037426 Reduester:  Instructor Suzie =
‘Approval Action: Apprave o Approval Status: Initig [% View Printable Req
Requisition Date: 11082006
Total Amount: 25,000 Dollar
Total Base Amount: 25.000 Dollar

} Line Details

B save | LLReturn to Search |

TheApproval Status field will be Initial. If the Status it Processthat means that you did
not make any changes that would affect the overall dollar amount of the requisition.

4. Click on theSaveButton. The Approval Status field updates.

Requisition Amount Approval

The Appl’OV&| StatUS Of your reC]UISItIOl Unit:  AKRON Req: 0000037426 Requester: Instructar,Suzie 1=

wi bl chreiogess @ 0 | s M’_
Approval Action: nprove 7% Approval Status: In Frocess
&

5. The Requisition is now ready for
Approval.
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Part C. Modifying a Requisition after Approval

Requisitions may not be changed by the Requester after approval. Contact the Department of
Purchasindspecifically the appropriate Buyer) if you need to make changes to the requisition.

Ver. 2007.06.12 5-6
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Part D: Cancel a Requisition

Requisitions cannot be canceled by the Requester before or after approval. Contact the
Department of Purchasing if you need to canceteheisition.

Ver. 2007.06.12 5-7
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Part E: Processing a Recycled Requisition (as the Requester)

Once you process and save a requisition it will go to your Approvappoove, Denyor

Recycle The status dRecycleshould be used if the Approver wants the Requester to make
adjustments (of any kind) to the requisition prior to Approval, Budget Checking (Commitment
Control) and then processing by the Department of Purchasing. If the requisRiecyided

you will need to open your Worklist and make the necessary changes, save the updated
requisition, and then initiate the Workflow Process.

What you do What happens

1. You will receive an email
message indicating that you
have a recycled requisition
waiting in yourWorklist.

2. To open your Worklist, use the
main menu and choose:
Worklist

%ﬂaus
Click theWorklist link.

OR

Click on theWorklist link in

the Navigation bar (top right
corner of the page).

3. TheWorklist page displays.

Worklist for TRAINOT: Instructor, Suzie

Detail Wiew Work List Filters:

Link Column to
open a requisition
for approval.

From Date From Work ltem

MeKibben Sue IT Recycle Req
Training TOBZ008 4o ist

Worked By Activity

Update Requisition

4. Click on the link for the The (Requisitions) Form page displays.
requisition that is found in the | jroieee
Link column.
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The University of Akron

What you do What happens
5. Make modifications as directe(
from the comments supplied b
the Approver.
6. Click on theSavebutton.
7. Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts
Note: If you collapsed the mail
menu, you will have to use the
Expand Menu button to open
the main menu again.
8. The Approval page displays.
Requisition Amount Approval
Unit:  AKRON Req: 0000037426 Reduester: i Jzie =
*Approval Action: Approve  w w
Flease update guaniityto 150 @é
Requisition Date: 114082006
Total Amount: 37.500 Ddlar
Total Base Amount: 37.500 Dolkar
} Line Details
& save ‘ E\Return to Search | | +[E Mext in List |
TheApproval Status field will be Initial.
9. Click on theSaveButton. The Approval Status field updates.

The Approval Status of your
requi sitioninwi
Processo

Unit:  AKRON Req 0000037425 Reduester:  Instructor,Suzie / =

*Approval Action: Approve v Approval Status: \n Procas View Printable Req

Requisition Amount Approval

Please update guantity to 150. @
10.The Requisition is now ready
for Approval again.
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Chapter 6 : Requisition Inquiry

Requisition Inquiry Page

You can use this page to locate the following information:

2 Status of the requisition

2 The Date the requisition was created

2 Total Amount of requisition

2 Items on a requisition

2 Approval History

2 If a Purchase Order has been created

2 If the items fom the requisition have been received

2 If a Voucher has been created

2 If payment has been made and the check number
What you do What happens
1. From the main menu, choose: The Requisition Inquiry search page

Purchasing, displays:

Click theReview Requisition Information

link

Click theRequisitionslink.

Requisition Inquiry
Business Unit:  [AKRON O

Requisionin: [ Q ToReq: [ &
Req Status: l— Q Origin: ,_ Q
Requester: l— Q

equ lame:

To: l— [5)
fendor Logku
Vendor ID; I—Q Wendor Details Vendor Name: ,—Q
Item SetiD: W ftem ID: ,—Q
Ttem Description: lﬁ I” Direct Ship
Department: l— Q
OK Cancel

Ver. 2007.06.12
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What you do What happens

2. Fill in search criteria. Using more criteria
will return a smaller group of requisitions.

However, this panel may be used to reviey
all (l'imit of 20 at
requisitions fora given time period.

Business Unit AKRON.

Requisition ID: Enter Requisition ID,
including any lead zeros.

Requester User ID. You can use thaok
up &l button to return search results. This |
the ID that you use to log on to PeopleSoft
Requester Nane: Search for the requester
by entering their name. The format for nar
is last name,first name. For example:
Instructor,SuzieYou can use the Look up
Al putton to search for a Requester by the
last name.

Requisition Date Date requisition was
entered. You can use tl#oose a Date
button to display a calendar.

Vendor: Vendor ID, will list all requisitions
for this Vendor.

Click on theOK button.
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What you do | What happens

3. The Req Inquiry Details page displays.

This page displays all requisitions that met the search criteria. This is an example of v
the search criteria returned one requisition. (This is an example of when the Req ID w
entered.)

PeopleSoft. T EEEEEEEEES

>
{ Requisitions
i Custamize | Find |
Details Status
Unit Requisition Status Requester Req Date Total Amt Currency
[T AKRON 0000018584 Approved Roth Andy 105252004 8.500 Dallar
Search Approval History Header Comments Document Status
Show RFQ Show PO Show Receipts Show MSR Show Voucherf Payment

4. The Req Inquiry Btails page displays.

This is an example of when the search criteria returned several requisitions. (This is a
example of when the Requesters ID was entered.)

PeopleSoft. —
=
{ Reauisions e - . Dondt forg
L — Customize | Find | ¥ H First (4] 190i20 I Last View Tools.
Unit Requisition Status Requester  RETE————PuraI TN LU elcY
W AKROMN 0000018984 Approved RothAndy 10£25/2004 8.500 Dollar
[~ AKROM 0000018983 Approved Roth Andy 102562004 8.500 Dollar
[ AKRON 0000018982 Approved Roth Andy 10/25:2004 8.500 Dollar
[ AKRON 0000018981 Approved RothAndy 1052252004 50.000 Dallar
[~ AKROM 0000018976 Approved Roth Andy 10i2242004 120.000 Dollar
[T AKRON 0000018975 Approved RothAndy 1052252004 30.000 Dollar
[~ AKRON 0000018974 Approved RothAndy 10/2252004 30.000 Dallar
[~ AKROM 0000018973 Approved Roth Andy 102242004 10.000 Dallar
[ AKRON 0000018972 Approved Roth Andy 10/2252004 30.000 Dollar
Search Approval History Header Comments Docurment Status
Show RFQ  Show PO Show Receipts  Show MSR Show Youcher f Payment

Note: You can print this page using the Internet Explorer. Use the Menu opfiale of
Print .
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What you do What happens
5. You can find the following information on
this page.

2 Status (Approved, Denied, Recycle(
Pending Approval, Canceled, or
Complete)

2 Requester

2 Requisition Date

2 Total Amount

6. Click on theStatustab (link) to obtain The Status page displays.
additional information. PeopleSoft. T N
E»
On theStatus page you can find the e
following information: i ——
2 If a PO has been created (click on ti U Gewisiion ONRFD OnPD  DionShh Recohed OnMSR  OnVocher
AYd | i n on ROmolumhte P o
obtain the PO ID number). - !
2 If a Receiver has been created (clic| | | #een  oooresre x
on tydel iinRecéived t h|||r s v o
column to obtain the Receipt ID = R = =
2 If a Voucher has been created (clich | oo smezo swewrsens - stowwss st voreter pamen

on tYo el iAn OnMouchet h
column to obtain the Voucher ID
number).

You may also click on any of the active lin
at the bottom of the screen to viéysproval
History, Header Comments etc. (The link
will become active when a document exist;

7. To view the requisition items details, click { The Requisition Details page displays.

the Requisition ID link (Requisition PeopleSoft. e e
Column) from either the Details or Status | [
page. Line.l-)elails .
Click on theReturn button to go back. e M By
[mi z MORE STUFF 0000000021 gfm“a':v 3.0000 Each 450 Dollar
ﬁu\e Details Line Comments Wiew Hierarchy
Ver. 2007.06.12 6-4
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Reqg Doc Status Inquiry Page

You can use this page to locate the following information:

2 Requisition Status

2 Budget Status

2 Requester Name

Z Document I

D6 s

for

P u Payments e

Order ,

Voucher

What you do

What happens

1. From the main menu, choose:
Purchasing

Click theReview Requisition
Information link

Click theDocument Statuslink

The Requisition Document Status Search page

displays.

Requisition Document Status

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

l;l

Business Unit:

IAKRON Q

Requisition ID: | hegins with j|
Requisition Status:l: j |
Redquisition Date: |= =l |
Origin: |begin5 Withj|
Requester: |begins wnhj|
Description: |begins Withj|

[ case Sensitive

L o

Search Clear | Basic Gearch Save Search Criteria

2. Fill in search criteria.

Business Unit AKRON.

Requisition ID: Use the operator 0

A=0 or fAbegins

entering the full requisition ID. Usg

the operator of

just the last digits (minus the zeros
Requisition Date Date requisition

was entered. You can use the
Choose a Datbutton to display a
calendar.

Requester User ID. You can use

theLook up &l button to return

search results. This is the ID that

you use to log on to PeopleSoft.

3. Click on theSearchbutton.

\

Requisition Decument Status

The search results will display.

Enter any infarmation vou have and click Search, Leave fields blank for a list of all values.

Find an Existing Value

Business Unit:

IE

[rxraon Q

Requisition ID: |begins Withj|
Requisition Status:|= =
Requisition Date: I: =l |
Origin: |begins Withj|
Requester: [begins with =] [TRam
Description: | beging Withj|

[ case Sensitive

oo @

Search | Clear | pasic Search Save Search Critetia

Search Results

1-G of &

Business Unit Requisition ID Requisition Status Requisition Date Origin Requester Description

0000037414 Approved

1052572006

AKRON 0000037413 Approved 10M28i2006
AKRON 0000037412 Approved TOr23i2006
AHROM 0000037410 Approved 101 972006
ARRON 0000037409 Approved 10M 9i2006
AKRON 0000037408 Approved 10M8i2006

Instructar Suzie
Instructor Suzie
Instructor, Suzie
Instructar Suzie
Instructar Suzie
Instructor, Suzie

Ver. 2007.06.12
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What you do | What happens
4. Locate tle requisition and click on any links for the requisition you want to inquire abou

The Req Doc Status page displays.

PeopleSoft; .
3
/ Req DOC Status
Business Unit:  akRORN Req ID: Q0000184933 Status: Approved
Document Date: 09/17/2004 Document Type: Requisition Budget Status: Walid
Currency: uso Amount: 2.00
Requester: Roth Andy
Associated Document Customize | Find | View All | 25 First [4] 1081 [M] Last
Documents Related Info B
3::;"‘&55 DocC 1D Document Type Status Document Date  Vendor ID Location
A_KRON 0000024583 PO Dispatched 0911752004 o0oooooootg MAIM OFFIC E|

QL Return to Search | |45 NextinList | |45 Frevious inList |

5. On this page you can find the
following information:

2 Requisition Status (Approved,
Denied, Recycled, Pending
Approval, CanceledComplete)

2 Budget Status (Valid, Not

Chkéd, Error)

Requester

Document | DO6s

Order, Receipt, Voucher, and
Payment

NN

Click on theDOC ID link to view
the Purchase Order, Receipt,

Voucher or Payment. A new page
will display with the requested
document 6s i nf or ma

The Purchase Order must have a
status of Dispatched to be
considered a legal commitment by
the University to purchase the
requested items.

Ver. 2007.06.12
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Chapter 7 : How to Handle Invoices

This chapter answers the question, fAHow do I
you should have an accompanying Requisition /Purchase Order per the Board of Trustees
guideline 33520-53.

What you do What happens
1. Complete a PeopleSoft requisition for th A PeopleSoft Requisition is created and will b
invoice. assigned a ReqID number.

Be sure to put the invoice number on th¢
Comments page so that Purchasing knd
this is an invoice and not an order.

Note: There are exceptions to this
process. There ar
Peopl&oft for certain vendors. If you ar
working with one of these vendors, you
can directly submit the invoice to
Accounts Payable for payment. These
exception invoices must have a
SpeedChart written on it and it needs to
signed by the appropriate depaental
person (AOK to Pay
signature.) You can obtain a current list
Contracts by visiting the Department of
Purchasing web site.

2. Send the printed requisitiavith invoice
(with AOK to Pay)
Purchasing (+9001).

3. The requisition for the invoice will move
through the same steps as any requisitic

If the PeopleSoft requisition is approved
it will then go to Budget Checking and
then a Purchase Order is created.

4. A PO Voucher is created in Accounts
Payable after receiving the invoice with
the proper signatu
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Appendix A Adding a Requisition with One SpeedChart and
Multiple Vendors

Use this procedure to enter one PeopleSoft requisition when you are using multiple vendors and
one SpeedChart. If you use multiple vendors, separate Purchase Orders will automatically be
creaed after Budget Checking (Commitment Control).

What you do What happens

1. Follow the steps for Type 1 requisitions| A requisition is entered.
The instructions can be found starting o

page 32.
2. On the Requisition page, click the Line
Detalls icon |-'_||§| for the Ilne Item you Details Ship ToiDue Date Status wendor Information ) them Informatic
Line tem Description Quantity

wish to change the Vendor for. This ico

N . |}{YZcom uters —'
is located to the left of the Item field. ce ~ & o |
Q E‘éoﬂware = & IW
Ver. 2007.06.12 A-1
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What you do | What happens

3. The Line Details page displays. Click Mendor Information down arrow to expand the
vendor information.

Maintain Requisitions

Details for Line 2

Requisition ID: 0000037413 ftem: software
Line: 2
Buyer: PLMNA4wC Q, Line Status: Approved
Buyer Hame: Colling Vicki Buyer Information
Category Code: COMPS Wiew Hierarchy Amount: 240.00 USD
Category: CompCampaon Document Base Amount: 240.00 USD
Category Description: Computer Components <5000
‘Transaction kem Description:
Isnﬂware i’@
Preferred Language ltem Description:
@gand Al Collapse Al
Vendor ID: [nooooonon3 @, Lakefront Lines Inc Wendor Looku
Vendor Loc: ICLEVELAND Q CLEVELAMND Wendar Details
[
[
[
[
Ok Cancel Refresh

4. In theVendor ID field, enter the Vendor
ID number. If you do not know the
Vendor ID, see Steps 5, 6, and 7.
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What you do

What happens

5. Looking up a Vendor, Option 1:
If you do not know the Vendor ID, click
on theLook Up Vendor &/ button.

In theShort Vendor Namefield, enter
the first few letters fothe Vendor name
and click onthe Look Up button.

Locate the Vendor, and click on any of t

fields (links) to select that Vendor.

PeopleSoft.

=13
Look Up Vendor

SetiD: AKRON

Vendor ID: begins with 7
Short Vendor Name: | begins with ¥

Look Up | | Clear Carel

Search Results
Only the first 300 resLits can be displayed. Enter more information
View All

fendor ID__Short Vendor N
0000000002 KONEINGMO-0
0000000003 LAKEFRONTL-001

Biasic Lookup

above and search again to reduce the number of search results.

0000000004 LERORGLLEN-001 LRM Engineers
0000000007 LEYINSGHSU-002
MCONLEYCO-001

0000000014 MILLCRAFTP-001
FCINTERIO-002  AFC |
0000000016 PEOPLESOFT-001 Peo|

0000000020 B&GSUPPLYC-001 B & G Supply G
0000000021 CRAWF ORDCO-001 Crawis

0000000023 ARATRAVELADDS  ASAT:
0000000024 AKRONBEACO-001 Akron Beacon Journal

W

PeopleSoft.

(=13

Look Up Vendor

SetlD:
Vendor ID:

AKROM
|hegm5 thj|
Short Vendor Name:lbegma with j |DELL

Look Up Clearl Cancel | Basic Lookup

Search Results

1-20f2

endor ID  Short Vendor Name Name 1 Name 2 Our Customer Number Old Vendor ID
0000000047 DELLCOMPUT-002 Dell Camputer Corp chlank) (hlank (hlank
0000022028 DELLSARAHA-O01 Dell Sarah Ann iblank) (blank; iblank

The Look Up Vendor page displays.

S
R

6. Looking up a Vendor, Option 2:
If you do not know the Vendor ID, click
on theVendor Lookup link.

Enter search criteria and click on the
Searchbutton.

Locate the Vendor, and then click in the
Selcheckbox. Click on th®K button.

The Vendor Lookup page displays.

Vendor Search

Name: ShortName:
City: State: Q
comty: |2 Postal:
cass | @ Type: |_ Q
lax Rows:
e

Vendor Detail  Address

oK cancel | | Refresn

Click onOK button to return to the
Requisition page.

Click on theSavebutton to save the new
changes to the line item.
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What you do What happens

9. Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the main menu,
you will have to use thExpand Menu
button to open the main menu again.

10.The Approval page displays.

Requisition Amount Approval

-
=

Unit:  AKROM Req: 0000037425 Reduester: Instructor, Suzie =

*Approval Action: Approve b Approval Status: Initial % Wiews Printable Reg

A

Requisition Date: 110812006
Total Amount: 256.000 Daollar
Total Base Amount: 25000 Daollar

} Line Details

& Save | S Return to Search |

TheApproval Status field will be Initial.

11.Click on theSaveButton. The Approval Status field updates.
Requisition Amount Approval
The Approval Status of your reqUISItiON | i wrox rew  ooosnsraze Reauesters  nsnctorsuze =

wi | | c HreProges® t iof Ayo|l = Aw
an approver. B

The status Qompleted cih
you are an appwer or if your requisition
is under $500 and you have the limited
authority classification.

12.The Requisition is now ready for
Approval or for Budget Checking (for
Requesters/Approvers).

Ver. 2007.06.12 A-4
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Appendix B
SpeedCharts

Split all Lines of a Requisition to Multiple

Use this procedure to create one requisition that requires all lines of the requisition to be split

across multiple SpeedCharts.

What you do

What happens

1. Follow the steps for Type 1
requisitions. Thenstructions
can be found starting on page 1
2.

A requisition is entered.

2. Click on theRequisition
Defaultslink on the Requisition
page. Scroll to the far right of
the screen to view the add rows

+.| icon.

The Requisition Defaults page displays.

ng Address

First Iil 1ot 1 |E|

Customize | Find | View 4/l | 2§

Bud Ref Unit Project Activity Budget Date Location N Unit
o a] al Q| ST LR W a |

Click on theAdd multiple new
rows *-| button.

Enter the number of additional
rows that you will need for this
split. Click on theOK button.

The Explorer User Prompt box displays.
x|

Script Prompt
Enter rumber of rows to add:
Cancel

Ver. 2007.06.12
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What you do | What happens

5. The Requisition Defaults page displays with the additional rows.

R

Requisition Defaults

Business Unit:  AKRON Requisition Date:  10/25/2008
Requisition1D: 0000037413 Status: Approved
 Default ITyou selectthis option, the defaultvalues entered o this page are treated as part of the defautting logic and are only

applied ifno other default values are found for each figld. If defaultvalues already existin the higrarchy, they are used,
and the values on this page are not used.

& Override Ifyou seleet this option, all default values entered on this page override the default values found in the default
hierarchy.

Buyer: Q unit of Measure: I_Q
Vendor: 0000000003 @, Lakefront Lines Inc Lacation: CLEVELQ,
Category: Q Vendor Lookup

Ship To: RECEMNG | QL Central Recalving “Distriburte by: Quaniity =
Due Date: 11/14i2006

Utimate Use Code: Q Modify Shipping Address

SpeedChart: Q

Details  Y_sset information

Di Percent GLUnit  Entry Event Account Fund Dept Program  Class Bud Ref

1 [ro0.0000 [akron Q| af Q [toooo @ [ad7EE002 Q@ [soon @ [oPER @ Q — af
2 [ Jarron | o Q Q Q aQ aQ aQ o
3 [ JakRON L | af Q Q Q Q Q Q af

OK Cancel Refresh

Activity Budget Date

Q@ 10/25/2008

@ 107252006

Q1072502006

Note: The Chartfields already filled in the first row are for the SpeedChart that you ente

on this page in a prior step.

Ver. 2007.06.12
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What you do What happens

6. You need to know the
Chartfields (Fund Code, Depti[
Program and Class) for the
SpeedChart in order to comple
this process.

It will be helpful to use th&lew
Window link to open another
PeopleSoft page when you
getting the required Chartfield
information. Note: You will need the Fund Code, Dept ID, Program
and Class from this page.

To locate the Chartfields for the
SpeedChart use the following
navigation:

Set Up Financials/Supply

hain Meru =

\_:_ Set Up Financials/Supply Chain
Set up FinancialzSupply Chain options.

Design ChartFields
Deszign ChartFields.

Define Yalues

Define Values

higin fenu = Set L K FinancialsiSupply Chai

Define Values

ne ChartFiel =8
SpeedTypes/<
etined combinations of

SpeedTypes

7. On the Requisition Defaults
page, enter thEund Code,
DeptID, Program, andClass
Chartfields for each new row.

8. Adjust thePercentfield, the The Requisition page displays again.
percentage you want charged t
the SpeedChatrt, for each row.

9. Click on theOK button.

Ver. 2007.06.12 B-3
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What you do What happens

10. Click on theSavebutton.

11.Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the main|
menu, you will have to use the
Expand Menu button to open
the main menu again.

12.The Approval page displays.

Requisition Amount Approval

]

Unit:  AKRON Req: 0000037425 Reduester: InstructorSuzie =

‘Approval Action: | Approve v Approval Status: Initial KT view Printable Req

t

Requisition Date: 11008/2006
Total Amount: 25.000 ollar
Total Base Amount: 25.000 Dollar

¥ Line Details

B save | LLReturn to Search |

TheApproval Status field will be Initial.

13. Click on theSaveButton.

Requisition Amount Approval

The Approval Status field updates.

The Approval Status of your
requisition will change¢ oln i

Unit:  AKRON Reqr 0000037426 Reduester:

1

R X *Approval Action: Approve Approval Status: In Process w
Procesé i f you ar -~

approver.

The status will change to
fiCompleted I f you
approver or if your requisition ig
under $500 and you have the
limited authority classification.

Ver. 2007.06.12
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What you do What happens

14.The Requisition is noweady for
Approval or for Budget
Checking (for
Requesters/Approvers).
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Appendix C  Copy a Requisition

Use this procedure to copy a requisition that you previously entered. This is helpful if you tend

to order the same goods or services on a rebakis. You can copy the requisition and then

make changes based on your needs.

What you do

What happens

1. From the main menu, choose:

Purchasing,
Click theAdd/Update Requisitionslink.

Click on theAdd a New Valuelink or
the Add a New Valuetab.

The Add a New Value page displays.

2. Click on theAdd button.

3. The Requisition page displays.

Maintain Requisitions

Requisition

Business Unit; AKRON

Approved

Status:
Requisition ID:  NEXT Budget Status: Mot Chid BT
I™ Hold From Further Processing
=
‘Requester: TRAINM @, Instructar, Suzis Reguisition Defaults
Add Comments
\ - . [rorerz008 Requester Info Al Lomments
Requisition Date: B Requisition Activities
Origin: OrL G online Input
Currency Code; |WED Dollar

Total Amount:

Accounting Date: |10/ 92006  [5]

Purchasging Kit Catalog
tern Search

Reguester ltems

0.00 Uso

Customize | Find | i

First 4] 1 of 1 ) Last

Ship To/Due Date 0 “endor Infarmation 0 ttem Information Ny Aftributes 0 Contract Sourcing Caortrols
ine tem Description CQuantity 'UOM Cateqory Price Amount Status
1R Q@ @ ooon [ af afo QO WE E

Yiewy Printable Version

B save | hs Refresh |

“Goto: [-mare..

B | UpdiateDisplay |

Ver. 2007.06.12
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What you do

| What happens

4. Click on theCopy From link at the top of

Maintain Requisitions

the page. The Copy Requisition page displays:

Copy Requisition

[AkRON
I
[

|

Requester Name: |

Requisition Date: I—Eﬂ
Vendor SetlD: W
I
[Frron

Item Description: I

T

Business Unit:
Requisition ID:

Req Status: Origin:

Requester:

a
a

To:

Yendor Lookup

Vendor ID: Wendor Details

ftem SetiD: ftem ID:

r

=

Department:

Search |

[T

I

Vendor Name: I &}
| Q,

Direct Ship

First [ 1af 1 ] Last

Custamize | Find | i
Sel Origin Requester

=

Req ID Status

Ok | Cancel | Refreshl

5. If you know the requisition number, ent¢
theRequisition ID number or use the
Lookup @l button to search for the

requisition. Otherwise, you can use an)
of the search fields to search for the

requisition you wish to copy.

Requester:User ID. You can use the

Lookup up buttor— to return search
results. This is D that you use to log
on to PeopleSoft.

Requester NameSearch for the
requester by entering their name. The
format for name |
nameo. For exampl
Requisition Date: The date the
requisition was entered. You caseuhe

Choose a Date buttcE to display a
calendar.

Vendor: Vendor ID, will list all
requisitions for this Vendor.

q

<

6. Click on theOK button.

If more than one requisition is returned (based ug
the search criteria) the search results will display
underthe search criteria.

Maintain Requisitions

Copy Requisition

[ran]
[ a
[ a
[TRaND1
Requester Name: ||nstrucmr,8uzie

Requisition Date: El
Vendor Setll: W
[ a
=

Item Description: I

a

Business Unit:
Requisition ID:
Req Status: Origin:

[a

Requester:

Q
Q
To: |E]
Vendor Name: Q
Item ID: (s}

= [ Direct Ship

Wendar Lookup

Vendlor 1D: Yendor Details

Item SetiD:

Department:

Search

Requisitior Customizs | Fir il B First € s ™ L ast
Req ID Status Origin Requester
0000037414 Approved ONL  TRAINDT

0000037413
0000037412
0oopozr4t0
.

Approved TRAINDT
TRAINO1
TRAIMOT

TRAINOT

Approved

Approved

Approved

QK

Refrash

Cancel

Search results

Ver. 2007.06.12
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What you do | What happens

7. Click in theSelbox for the requisition you wish to copy. If you are unsure as to which
requisition to select, click the Req ID to view information for a particular requisition.

Once theSelbox is selected, click the OK button.

IMaintain Requisitions

Copy Requisition

Business Unit: IAKRON
Requisition 1D: | QL
Req Status: I Q Origin: I QL

Requester: [TRAINDY Q

Requester Name: [Instrustor,Suzie Q

Requisition Date: I— El To: I— [#]

Vendor SetlD: Im Yendor Lookup

Vendor ID: [ @ vendorDetails VendorName: [ Q
ftem SetlD: W ttem ID: | Q
Item Description: I :I I Direct Ship

Department: | QL

Customize | Find | Wiew All | i First E 150 A Last
Sel ReqID Status Origin Requester
I 0000037414 Approved QmL TRAIMO1
- Q000037413 Approved oML TRAIMNOT
- Qoopo3vanz Approved OML TRAINOT
r Qoooo37410 Approved QML TRAINO1
- Qoooo3v409 Approved QML TRAIMNOT
QK | Cancel Refresh
Ver. 2007.06.12 C-3
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What you do | What happens

8. The Requisition page displays with a copy of the requisition.

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Pending
Requisition ID:  REXT Copy From Budget Status: Mot Chk'd ﬂﬁ
[ Hold From Further Processing
57

‘Requester: TRAINDT Q Instructor,Suzie

‘Requisition Date: 10/31/2006 @ Requester info

Requisition Defaults
Edit Comrments

Requisition Activities

Origin: oML Online Input
Currency Code:  |USD! Dollar

Total Amount: 1,100.00 USD

Accounting Date: [10/3172006 5]

Burchasing Kit Catalog
ltern Search Bequester lterns

c
Status o wendor Information A ftem Informeation i Aftributes o Cortract

First (4] 1 of 1 [ Last

Line em Description Quantity 'UOM Category Price Amount Status
1B Q ;Z = & [20000 [Ea Q [comPw CQ [s50.00000  1,100.00 Pending
Wiew Printable Version 'Go to: I -More... j

B save | | Refresh

O BEEEE

[EAdd Undate Display

9. Make any necessary changes to the
requisition such as adding lines, deletin
lines, adjusting the SpeedChart, changi
the Vendor, or addinGomments.

10. Click on theSavebutton.

Note the new Requisition IDRgq ID
field) in the top left corner of the
Requisition page.

11.Using the main menu choose:
Purchasing,
Requisitions,
Approve Amounts

Note: If you collapsed the main menu,
you will have to use th&xpand Menu
button to open the main menu again.
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What you do | What happens

12.The Approval page displays.

Requisition Amount Approval

Unit:  aKROM Req: 0000037426 Reduester:  Instructor Suzie =
‘Approval Action: Apprave o Approval Status: Initial [% View Printable Req
A &
Requisition Date: 11082006
Total Amount: 25,000 Dollar
Total Base Amount: 25.000 Dollar

} Line Details

B save | LLReturn to Search |

TheApproval Status field will be Initial.

13.Click on theSaveButton. The Approval Status field updates.
Requisition Amount Approval -

The Approval Status of your requISItioN| e conres oooousrezs Femestor:  mscigsime A/é,
WI I I C HraRnOgee@ t Iof ﬁ y 0 “Approval Action: Appmww View Printable Reg
anapprover. -
The status Qompleted cih
you are an approver or if your requisitio
is under $500 and you have the limited
authority classification.

14.The Requisition is now ready for
Approval or for Budge€Checking (for
Requesters/Approvers).
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Appendix D Using the Customize Link

You can customize the pages for entering requisitions. This means you can change the tab order
of fields, or choose to completely remove a tab for those fields which ansethin addition,

you can also opt to remove (hide) fields that you do not wish to see in the Line Item area on the
Requisition page Suggested tab orderaaghidden fields ardisted for the Requisition and

Requisition Defaults pages.

Requisition Page

What you do | What happens
1. Click theCustomizePagelink in the upper right corner of the Requisition page.

new Window | Hflp | Customize Page

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Pending b 4
RequisitionID: 0000041136 Budget Status: Not Chik'd ﬂﬁ
] Hold From Further Processing
)
*Requester: TRAINOA Cl Training ID Requisition Defaults

Edit Comments
Requisition Activities
ONL |3, Online Input Document Status

*Requisition Date: 02/07/2007 Eﬂ Requester Info

Origin:

*Currency Code: Dollar
v Total Amount: 1,200.00 USD

Accounting Date: | 07/06/2006 |

Purchasing Kit Catalog Line: ), To: (), Retrieve
ltem Search Reguester ltems

First 4] 1 of 1 [ Last

Customize | Find | View All | i

Status ri Vendor Information 3 Item Information e Attributes e Contract Sourcing Controls
ine ltem Description Quantity *UOM Category Price Amount Status

= q [STUFF = I [10000 |[EA | @ [comPw |2 [1.200.00000 1.200.00 Pending OWEEE

View Printable Version *Go to: Wore v

On this page, you can modify the tab order so that the tab key automatically advances ti
fields, in the order in which they should be entered.

Ver. 2007.06.12 D-1
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What you do | What happens

2. The Page Customization page is returned.

The number beside each field represents the tab order gpkittigular field.

PeopleSoft.

(=13
[e]S Cancel | CopySettings

Page Customization

™ Put this page in front (the current tab) when | come into this component.
™ save the state of the expanded/collapsed sections on this page.
™ Save the state of the View All settings on this page.

¥ save tabbing order customized below. %
To defing new tabhing order, select Clear Tabhing Crder, then click tems to inchds in desired sequ
To rearrange tabbing order, select Remave from arder, Move up in ordsr, or Mave dawn in order, then

appropriate tems to rearrange

Clear Tabhbing Order Restore Default

" Include In Tabbing Order & Remove From Order © Move Up In Order ¢ Move Down In Order

2 3 4 M
Maintain Requisitions
Requisition
Business Unit:  AKRORN Status: Approved B4
Requisition 1D: 0000037414 ECDEE From Budget Status: Mot Chk'd g—ﬂﬁ
2

¥ “I” Hold From Further Processing
-

p E- S
‘Requester: ﬁTRA\ND‘\ —O\! Instructor, Suzie eguisition Defaults

i

20 o) e dit Compnents
*Requisili Hiozsooodly heddesterino T ——
Requisition Date; Hrequisilion Activilies
Origin: “ONLAQ:A Online Input

4
C Code: "|USD Dollar

trency Lode 5 Total Amount: 1,100.00 USD

Accounting Date: 1072820065
Eourchasing Kit S atalng Line: T e ol el Fetiove
Htern Search @Reguester lterns s T a

irst 4] 1 0r 1 [M] Last

& erdor Information egem Infarmatian  Zftrhutes. Y “Sontract ) o Gantrals:
I
Hine Blom Bescription Bantity 20w BBateqory  rice Bimount jﬁ%h%&mus
T - ar.
A LS S T SR e o 10000 B pporeves IS G

3. Click the __Clear Tabhina Order _ pytton. | All the numbers next to the fields are replaced wit
an AXo

This removes the tab order from all tk
fields on the page.
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What you do | What happens

4, Click the AXo for a field t olclichteelfieldd i the h
order you wish to tab to them.

We recommend the following tab order:
1 - Description data entry field,
2 - Quantity data entry field,
3 - UOM data entry field,
4 - Category data entry field,
5 - Price data entry field
6 - Requisition Defaultslink

The customize page would like similar to the one below:

Maintain Requisitions

Requisition

Business Unit:  AKRON Status: Pending
Requisition ID: ~ NEXT Budget Status: Notchkd 205

I

X Hold From Further Processing

=

x 1
*Requester: B A3, Training ID

i X E s
*Requisition Date:

X X Ta.b 6
Origin; - = Online Input

X
*Currency Code; Dollar

’ i X Total Amount: 1,200.00 USD

Accounting Date: (el

[EEI
[

1,20).00 Pending

=

LF L LN

Tab 4
LL:Lo B Tab 2 :
XDescription i_}llfllﬂﬂyg:w}lﬂ EChteqory  “Price
Rt ferz =& 20000 [er EQE [comPwE Q2 [E50.00000
Tab 3 \ Tab 5
Ver. 2007.06.12 D-3
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What you do

What happens

5. Click on theOK button to return to the
Requisition Page.

Note: You can always come back to
this page by clicking on th@ustomize
Pagelink again and click the

Restore Default | pytton to restore
the default tab order.

Note: To rearrange¢hetabbing order,
selectRemove from order, Move up in
order, or Move down in order, then
click the

appropriate item to rearrange.

The Requisition page displays again.

Maintain Reguisitions

Requisition
Business Unit:  AKRON Status: Approved x
Requisition ID: 0000037414 Copy Fram Budget Status: Motchky TG
[ Held From Further Processing
B

‘Requester: [TRAINDT Q. Instructor,Suzie Renuishin Defaute

Edit Comments
— [iomemne. Reauester Infy
Recuisition Date |10/2572008 () Reuuisition Acthities

Qrigin: ONL & online Input

Currency Code: |USD Dallar Total Amourt T
otal Amount: :

Accounting Date: [10/2572006 5

Purehasing kit Catalog Line: QTo: @, Retrieve

ltern Search Reguester tems

Status " fem Information §  Aftriutes

ine ftem Description Quantity ‘UOM  Cateyory  Price Amount
1@ a fevz = & [zoom [ex | Q [comew @ [ss000000 | 110000
view Printable Yersion ‘o ta: More...
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Requisition Page i Hide a Field

What you do | What happens

1. Inthe line item section of the Requisition page you can hide fields which are notQbekl.
on theCustomizelink located in theLine header area.

ltem Search Requester ltems

Status

Line ltem Description Quantity *UOM Category Price Amount Status

— ~ l=TiFF = e I e T U

2. Alisting of all the fields contained in the line area is displayed. To hide a field click on tt
field name and then click the Hidden check Heéor. example, click théem field and then
click theHidden check box. This will hide thikem field.

Tab Details (frozen) (] (=]
Line {frozen) = = i

O 3) (frozen)
<Item 5
fiption @ Descending
(column ) aTEn

Quantity
*UoMm
(column 10)
Category
Price

3. Notice how (hidden) appears after the Item field once it is selected.

Tab Details (frozen) (]

Linetiezery = ®
< column 3) (frozen

Description [¥] Hidden

(coftmm-6) [IFrozen

Quantity

oM

4. Scroll down to the bottom of the page atidkcthe OK button to save the change.
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Requisition Defaults Page

What you do | What happens

1. On the Requisition page, click on the link Requisition Defaults

Click on theCustomizePagelink located in the upper right corner of the screen.

Maintain Requisitions

New Window | Help | Customize Page

Requisition Defaults

Business Unit:  AKRON Requisition Date:  02/07/2007
Requisition|D: 0000041136 Status: Pending
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,

and the values on this page are not used

® Override If you select this option, all default values entered on this page override the default values found in the default

hierarchy.

Buyer: Q Unit of Measure:
Vendor: 0000001342 Q,  Department of Purchasing Location:

Ver. 2007.06.12
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What you do | What happens

2. The Page Customization page displaybe number beside each field represents the tab ord
that particular field.

PeopleSoft.

=
0K I Cancel | Copy Seffings

Page Customization

e

[ save the state of the View All settings on this page.

¥ Save tabbing order customized below,

To define new tabhing order, select Clear Tabbing Order, then click tems to include in desired sequ
To rearrange tabbing order, select Remove from order, Move up in order, or Move dowen in order, then
appropriste tems to rearrange.

© Include In Tabbing Order  Remove From Order © Move Up In Order ' Move Down In Order

Clear Tabhing Order Restore Default

Maintain Requisitions

Requisition Defaults

Business Unit:  AKROM Requisition Date: 1 0/25/2006
Requisition Il 0000037414 Status: Approved
L £ pefault Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used

& override Ifyou select this option, all default values entered on this page override the default values found in the default
hierarchy
Buyer: :11 ﬂm Unit of Measure: 41 {119
Vendor: Hoooooooooz 20, Kone Ine/Montgomery Kone Location: Hrore®a

L
Category: I -a endar Lookug

. 2 o E -

Ship To: ‘1RECENING —Q! Central Receiving ‘Distribute by: ﬁ@uanmy
E

Due Date: z I‘\ 0131 J’ZUUE_QEQ ‘Liquidate by: Armaount

Uttimate Use Code: 3*1 =a Enindify Shipaing Address

4
SneedChart: i =Q

3. Click the Al | the numbers next to the
Clear Tahhing Qrder
button. This removes the
tab order from all the fields
on the page.
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What you do | What happens

4. Click the nXo for a fiel d t ofclickhteelfieidd mthe h a

order you wish to tab to them.
We recommend the following tab order:
1 - Vendor
271 Due Date
3 - SpeedChart
The customize page should like similar to ¢me below:

Maintain Requisitions

Requisition Defaults

Business Unit:  AKRON Requisition Date: 10/25i2006
Requisition ID: oooooavatd Status: Approved
S " Default Ifyou select this option, the defaultvalues entered on this page are treated as part ofthe defaulting logic and are only

anslied if no other default walues are found for each field. If default values already exist in the hierarchy, they are uzed,
Tab 1 H the values on this page are not used.

& Overrid bu select this option, all default values entered on this page override the default values found in the default
hierarchy.
Buyer: = =Q Unit of Measure: gI z a,
1 . o4
Vendor: “|oooooooooz = Kone IncMontgomery Kone Location: —IKONE§Q
Category: E| =0 Lyignror Lookup
Tab 2

A
. X S X

Ship To: |REWG 2 Central Recelving Distribute by: :.:I

Due Date: : |1 0ETiZ00R [ ‘Liquidate by: ‘I

" K
Ultimate Use Code: I g EModify Shipping Address

3
SpeadChart: I =Q

Distributions
LDetailz (S bssd
Tab 3
Eﬁ Epercent 31 try Event £ pccount Erund Enem Eprogram Eclass £Bud Ref
b4 b4 b4 b4 b4 b4 b4 b4
1 #[1 00,0000 fakroR QF| £af| a7 a7 Q| a7 a7 2
[0]54 F Cancel F Refreshl
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What you do What happens

5. Click on theOK button to | The Requisition Defaults page is displayed:
return to the Requisition
Defaults page.

Maintain Requisitions

Requisition Defaults

Business Unit:  AKRON Requisition Date: 1 0i2562008
Requisition ID: 0000037414 Status: Approver

CO me back to thIS a e b  Detautt Ifyou selectthis option, the default values ertered an this page are treated as part ofthe defautting logic and are only
p g y applied ifno oiher defaultvalues are found for each field. I default values already existin the hisrarchy, they are used,

and the values an this page are not used

clicking on theCustomize vemids ity sl S ctlon, U5 ST 1 g T 1 e 1 e et

Pagelink again and click | == e epr——
the Restore Default |

Vendor: 0000000002 . Kone InciMontgemery Kone Location: WONE 11 O,
Category: & ‘endor Lookup
button to restore the defaul
Ship To: [REcemnG @, Central Recelving Distibwteby:  [Guarlly ¥
ta b 0 rd e r . Due Date: 103152006 () *Liquidate by: Amount [~

Ultimate Use Code: Q Modify Shipping Address

SpeedChart: Q

6. Note: To rearrang¢he
tabbing order, select T
Remove from order, Move | [ ko al ala] a el a[ ¢
up in order, orMove down | _oc | cuea| ]
in order, thenclick the
appropriate item to
rearrange.
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Appendix E  Copying Customizations

Tab customizations can be copied rather than creating/modifying your own. The following
instructions allow you to copy an existing tab order. Keep in mind that you should copy the tab
order for BOTH the maiRRequisition page and th&equisition Defaultspage.

Copy Customizations i Requisition Page

What you do | What happens

1. Click on theCustomizePagelink on the Requisitions page.

Worklist Add to Favorites

w | Melp | Customize Page \ &,

Maintain Requisitions

Requisition

Business Unit:  AKRON Status: Pending

2. The customization page is displayed. Click@upy Settingslink.

oKk | cancel \ CopySettings

Page Customization

s

[ put this page in front (the current tab) when | come into this component.
[] save the state of the expandedicollapsed sections on this page.

[[] save the state of the View All setti ngs on this page.

Save tabbing order customized below.

To define new tabbing order, =elect Clear Tabbing Order, then click tems to include in dezired sequ
To rearrange tabking order, zelect Remove from order, Move up in order, or Move down in order, then
appropriate tems to rearrange.

Clear Tabbing Order | Restore Default |

) Include In Tabbing Order & Remove From Order ) Move Up In Order ' Move Down In Order
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What you do | What happens
3. TheCopy Settingspage is displayed. Click the magnifying glass icon to find the file with th
customizations.

Copy Settings

Page Settings to Copy:

L] Copy Settings for All Pages Within Component

ok | cancel |

4. ThelLook Up Page Settings to Copyage is displayed. There should only be one setting tit
fiRequisitiono . Click once on the name to sel e

Look Up Page Settings to Copy

Setting Name:| begins with %

LookUp | clear | cancel | gasicLookup

Search Results
1 of 1

Suiijr Hame

5. The setting name is now entered into the settings. fiélitk the OK button.

Copy Settings %

Page Settings to Copy: REQUISITION &)

[ Copy Settings for All Pages Within Component

@ Cancel |
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What you do | What happens
6. ThePage Customizations displayed. Click th©K button.

Customized Settings are in effect.

[1Put this page in front {the current tab) when | come into this component.
[[] save the state of the expandedicollapsed sections on this page.
[ save the state of the View All setlin-j%on this page.
Save tabbing order customized below.
To define new tabbing order, select Clear Tabbing Order, then click tems to include in desired sequ

To rearrange tabbing order, select Remove from order, Move up in order, or Move down in order, then
appropriate tems to rearrange.

Clear Tabbing Order |  Restore Default |

2 Include In Tabbing Order (%) Remove From Order () Move Up In Order () Move Dow

7. You are returned to the Requisition Page. ClickGbstomizelink located in the Line detalils.

NS JSal INGYUGILG LSS

i Wendor Infermation

Line Description Quantity *UOM Category Price Amount Statw:
18 - = &2, |0.0000 Q Q |0 Pendi

8. Scroll down to the very bottom of the page and click orCibey Settingslink.

o UTIL e 1Tmerdrce

% Unit Price Tolerance - Under
Unit Price Tolerance

Unit Price Tolerance - Under

OK | Cancel | Premew@are Settings Delete Settings

9. TheCopy Settingspage is displayed. Click the magnifying glass icon to find the file with th
customizations.

Copy Settings

Settings to Copy: @

OK Cancel
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What you do | What happens

10.TheLook Up Page Settings to Copyage is displayedSelect the setting named
fiRequisition_Lineo .

Look Up Settings to Copy

Setting Name: | begins with

Look Up | Clear | Cancel |Elasi|:LnUkug

Search Results

1of1
—

Setting Hame
REQUISITION LIMNE

11.The setting name is now entered into the settings field. ClicRknhbutton.

Copy Settings

Seftings to Copy: | REQUISITION_LINE Q

Ok Cancel

12.The Page Customizationis displayed.Scroll down to the bottoraf the page andlick the OK
button

Ver. 2007.06.12 E-4
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Copy Customizations i Requisition Defaults Page

What you do | What happens

1. Click theRequisition Defaultslink (from the main Requisition page).

Maintain Requisitions

Requisition
Business Unit:  AKRON Status: Pending
Requisition ID:  NEXT Copy From Budget Status: Mot Chied B

[ Hold From Further Processing
5

*Requester: TRAINOA 2 Training ID Requisition Defaults

, o (020812007 Requester Info e
Requisition Date: e Requisition Activities
Origin: ONL [, Online Input

*Currencv Code: Dollar

2. From the Requisition Defaults page, click tbestomize Pagdink.

Worklist Add to Favord— - _Sign out
Mew Window | n

Maintain Requisitions

Requisition Defaults

3. The customization page is displayed. Click@apy Settingslink.

0K | Cancel Copy Settings

Page Customization

[ put this page in front (the current tab) when into this component.
[] save the state of the expanded/collapsed sections on this page.
[] save the state of the View All settings on this page.
Save tabbing order customized below.
To define new tabbing order, select Clear Tabbing Order, then click itemz to include in desired sequ

To rearrange tabbing order, select Remove from order, Move up in order, or Move down in order, then
appropriate items to rearrange.

Clear Tabbing Order | Restore Default |

(O Include In Tabbing Order &) Remove From Order ) Move Up In Order ) Move Down In Order
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What you do | What happens

4. TheCopy Settingspage is displayed. Click the magnifying glass icon to find the file with th
customizations.

Copy Settings

Page Settings to Copy:
] copy Settings for All Pages Within Combonent

oK | Cancel ‘

5. ThelLook Up Page Settings to Copyage is displayed. Select the setting named
fiReq_Default .

Look Up Page Settings to Copy

Setting Name:| begins with

Look Up | Clear | Cancel |Elasi|:Lnnkug

Search Results
of 2

Setting Hame

REQUISITION LIME

6. The setting name is now entered into the settings field. Clic®knhéutton.

Copy Settings

Page Settings to Copy: |RECQ_DEFAULTS QL

O Copy Settings for All Pages Within Component

Cancel
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What you do | What happens

7. ThePage Customizations displayed. Click th©K button to return to the Requisition Defau
page.

Cancel | Copy Setlings  Share Settings Delete Settings

Page Customization

Customized Settings are in effect.
[] Put this page in front {the current tab) when | come into this component.

[] save the state of the expandedicollapsed sections on this page.
[[] Save the state of the View All setﬁnd%on this page.
Save tabbing order customized below.

To define new tabbing order, 2elect Clear Tabbing Order, then click items to include in desired 2equ
To rearrange tabbing order, =elect Remove from order, Move up in order, or Move down in order, then
appropriate items to rearrange.

Clear Tabbing Order | Restore Default |

O Include In Tabbing Order ) Remove From Order ) Move Up In Order ) Move Dow
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Appendix F Miscellaneous Notes

Topic

Notes

Contracts

Contracts, similar to blanket orders, are created in PeopleSoft. |
are working with a Vendor that the University has a contract with
your process will vary slightly. If you are working with one of the
Vendors, you can directly submit an invoio® PeopleSoft
requisition is required) to Accounts Payable for payment.

The Department of Purchasing posts a list of Vendors for which ¢
contract is set up. You can find this information on the Departmeg
of Purchasing web site.

Budget Checking Errer

If your requisition does not pass Budget Checking and has a stat
Error you contact The Department of Purchasing.

Requisitions with more
than 20 line items

If you need to enter a requisition for more than 20 line items you
submit an Excel spreaheet with the items to the Department of
Purchasing.

You still need to complete a PeopleSoft requisition, but you only
have to enter one line which is a summary of all the items on the
separate list. For example, the line item in PeopleSoft may say,
AMi scell aneous Art Supplies. g

Contact the Department Burchasing (is known, the appropriate
Buyer) for assistance with this process.
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Appendix G Locating PeopleSoft Training and Documentation
on the Web

The home web page of Software Training and Technological Services contains links to
PeopleSoft versn 8 instructions:

2
2

2

2

Seminars (instructeled) i Register for classes, such as this one.

Hard copy manuals and job aid®ownload materials that you can print through
Adobe Reader.

Web-based audiwisual tutorials Watch a movie that leads you through the
steps of common procedures in PeopleSoft.

PeopleSoft manual updates and charigéen a procedure changes or a new
procedure is added, a notation will be made in the PeopleSoft Version 8 Manual
Log. View the log and download any new/changed materialatkagiertinent to
your job.

When you are back at your desk, open your browser, such as Internet Explorer, and navigate to
http://www.uakron.edu/its/learning/training/index.phpet it asa Favorite so that you easily can

check for instructions and updates when needed.
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